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Section 1 - Viewing Commitment Control Budget Structures

Reviewing an Appropriation Budget Definition

Procedure
In this lesson, you will review an Appropriation Budget Definition.

Note: The Appropriation Budget Definition pages are view only. All change requests but
submitted through an SR.

¥ Employee Self Service

CAPPS News & Articles

There are o articles currently posted

Step Action

1. Click the NavBar button.
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Step Action

2. Click the Navigator button.
MNavigator
3. Click the Vertical scrollbar to scroll down and locate the Commitment Control
menu.
4. Continue scrolling.

Click the Vertical scrollbar.

5. Click the Commitment Control menu.
Commitment Control 5

6. Click the Define Control Budgets menu.
Define Control Budgets b
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Step Action
7. Click the Budget Definitions menu.
Budget Definitions
8. The SetID field is automatically populated with the value designated on the User
Preferences - Overall Preferences page during agency implementation.
< Employee Self Service Budget Definitions
New Window | Help | i
]
a
Step Action
9. Click the Look up Ledger Group (Alt+5) button to display a list of valid
options.
Q,
10. Click the Appropriation Ledger Group link.
Appropriation Ledger Group
11. Click the Search button.
Search
12. The Control Budget Options tab defines the budget's general parameters,

including the Control ChartField, parents and children, associated budget
definition, control options, Ruleset ChartField and status.
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Step Action
13. An asterisk (*) indicates a required field. If you try to save the page before

entering data into a required field, the field will turn red and an error message will
be displayed.

14.

When entering a date, you may accept the default current date,
enter 't' for today’s date, enter the date in the format 'mmddyy’ (no slashes) or
click on the Choose a date (Alt+5) button to select a date.

In this case, the Effective Date has been changed to'01/01/1901".

15.

Active and Inactive are the valid statuses. The *Status field defaults to Active.

16.

The Budget Type field identifies the Ledger Group type of either 'Expense' or
'Revenue'.

17.

The Tolerance Percent field shows the percent variance over budget that is
allowed before the system creates an exception.

The Tolerance Percent can be set at 3 levels:

1. Control Budget definition level for all budgets

2. Budget Attributes level (for exceptions to the Control Budget definition)
3. Budget Entry level

Lower level budget tolerance overrides that of higher levels.

Note: Negative tolerances are NOT supported.

18.

The Associated Expenditure Budget field only applies to the Revenue Ledger
Group definition. This field reflects the expenditure ledger group limits that will
be increased by Revenue budgets.

Note: The field is available when the Budget Type is equal to 'Expense’.

19.

If this budget definition is a child in a hierarchy of budget definitions, select its
parent budget definition in the Parent Control Budget field. This establishes the
connection between the two budget definitions, enabling the system to enforce the
relationship.

20.

When you press the Tab to exit the Parent Control Budget ficld, the system
populates the budget definition with the parent processing rules.

Parent and children budgets must share the same Control, Ruleset and key
ChartFields, although the children may have additional key ChartFields.

21.

The Ruleset CF (ruleset ChartField) and, optionally, the Tree Name and Level
Name where the Budget Processor should look for the ChartField values that are
valid for the Ruleset.

Note: For expenditure budget definitions with funding source control, the
Ruleset CF (ruleset ChartField) must be the same as the Control CF (control
ChartField).
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Step

Action

22.

In the Control CF (control ChartField) field, enter the key ChartField that the
Budget Processor uses to determine whether to enforce budget checking.

For example, if you select DeptID as the control ChartField for the budget
definition, you can then identify specific departments over which the Budget
Processor enforces budgetary control using this budget definition and other
departments which are exempt from budgetary control.

23.

The default Ruleset for any Ruleset ChartField values that you do not specify on
the Ruleset ChartField page. You specify the default ruleset on the Ruleset
ChartField page

You will specify the default ruleset on the Ruleset ChartField page.

< GLIKK Reports Budget Definitions

New Window | Help | Personalize Page | i
Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartFieid | B

Seti 09900 Ledger Group APPROP
Effective Date Find [ View Al First ‘4 10f1 () Last
“Effective Date 01011901 |5j *Status ==
“Description APPROPRIATION EXPENSE BUDGET Definition Status Vaiid [i]
Budget Type Expense Associated Expenditure Budget
Tolerance Percent Parent Control Budget Q

Ruleset and Control ChartField

“Ruleset CF [Fund Gode < Tree Name (032 TRANS FUND |Q Level Name [APPD_FUND |
“Control CF [Fund Code /] Prior Year Adj Chartfield [Appropriation Year Defauit Ruleset DEFAULT
Commitment Control Options
“Control Option [Track wio Budget M “Budget Status

[Entries Must Balance [ Enable Funding Source
[JEnabie statistical Budgeting
[cnild Budgets Exceed Option

iSave ||[a Retumto Search ||/ Notify + Add #1 Include History | |[7» Correct History

Control Budget Gptions | Ruleset Chartfield | Keys and Translations | Prior Year Adj ChartField | Buaget Period Status | Control ChartField | Offsets | Excluded Account Types
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Step Action

24, In the Commitment Control Options section, use the Control Option field to
select the degree of budgetary control for this budget definition. The selection can
be overridden at lower levels.

Control Options can be also set at these levels:

1. Control Budget Definition level for all budgets

2. Budget Attribute level (for exceptions to the Control Budget Definition)
3. Budget Entry level

Click the Control Option list.
Control Option | Track w/o Budget W

¢ GLIKK Reports Budget Definitions

New Window | Help | Fersonaize Fage | i)
Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartFiela | [

SetiD 09900 Ledger Group APPROP
Effective Date Find | View All First ‘4 10f1 }' Last
“Effective Date 010171901 |5 “staws[Fawe ] FHE
“Description APPROPRIATION EXPENSE BUDGET Definition Status Vaid [
Budget Type Expense Associated Expenditure Budget.
Tolerance Percent| Parent Control Budget aQ

Ruleset and Control ChartField

“Ruleset CF [Fund Code v Tree Name (032 TRANS FUND  |Q Level Name [APPD_FUND |
*Control CF [Fund Code ] Prior Year Adj Chartfield [Appropriation Year Defauit Ruleset DEFAULT
Commitment Control C[onrol
Control Iital Document
*Control Option JEERTYIITEY “Budget status [Open ]
CJEntries Must Balance [JEnable Funding Source

[CJEnable statistical Budgeting
[cnitd Budgets Exceed Option

GSave |[[5h Retum to Search ||| Noify 4 Add UpdateDisplay &1 Include History | [ Correct History

Control Budget Options | Ruleset Chartfislc | Keys and Translations | Prior Year Adj ChartFisld | Budget Period Status | Control ChartField | Offsats | Excluded Account Types
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Step Action

25. Control Option degrees of budgetary controls are:
» Control - Transactions that cause budget exceptions generate errors or warnings.

* Track w/o Budget (tracking without budget) - Transactions are tracked even
if there is no budget set up. If a budget row exists and there are exceptions, the
system issues warnings.

* Tracking w/ Budget (tracking with budget) - Transaction amounts are tracked
against

a budget, but error exceptions are issued only if there is no corresponding budget
row.

The system will pass a transaction if a budget row exists, even for a zero amount.

Note: Negative budgets cannot be set to 'Control'. They can be set to "Tracking
w/ Budget' or "Track w/o Budget'. You can override this value at lower levels.

Click the Track w/o Budget list item.
Track w/o Budget

¢ GLIKK Reports Budget Definitions

New Window | Help | Personalize Page |
Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartFietd | [

SetiD 09900 Ledger Group APPROP
Effective Date Find | View All First ‘4 10f1 }' Last
“Effective Date 010171901 |5 “Status FHE
*Description APPROPRIATION EXPENSE BUDGET Definition Status valid [: ]
Budget Type Expense Associated Expenditure Budget.
Tolerance Percent| Parent Control Budget (<}

Ruleset and Control ChartField

*Ruleset CF [Fund Code v Tree Name (032 TRANS FUND |Q Level Name [APFD_FUND |
*Control CF [Fund Code ] Prior Year Adj Chartfield [Appropriation Year v/ Default Ruleset DEFAULT

Commitment Control Options
~Control Option [FEETTEITY < “Budget Status

[ Entries Must Balance [JEnable Funding Source
[CJEnable statistical Budgeting
[child Budgets Exceed Option

GSave |[[5h Retum to Search ||| Noify 4 Add &1 Include History | [ Correct History

Control Budget Options | Ruleset Chartfisic | Keys and Translations | Prior Year Adj ChartFisld | Budget Period Status | Control ChartField | Offsats | Excluded Account Types

Step Action

26. Click the *Budget Status list to display valid options.

Budget Status
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< GL/KK Reports Budget Definitions U O (©)

New Window | Help | Personalize Page | i
Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartFieid | B

SetiD 09900 Ledger Group APPROP
Effective Date Find | View Al Fist (4 1or1 0 Last
“Effective Date 011011901 ) *status HE=
“Description APPROPRIATION EXPENSE BUDGET Defintion Status Vaiid [
Budget Type Expense Associated Expenditure Budget
Tolerance Percent Parent Control Budget Q

Ruleset and Control ChartField

*Ruleset CF Tree Name [§32_TRANS_FUND | Level Name [AFFD_FUND |
“Control CF Prior Year Adj Charteld Default Ruleset DEFAULT
Commitment Control Options
“Control Option “Budget Status
[Entries Must Balance [ Enable Funding Source

[JEnabie statistical Budgeting
[cnild Budgets Exceed Option

iSave ||[a Retumto Search ||/ Notify + Add #1 Include History | |[7» Correct History

Control Budget Gptions | Ruleset Chartfield | Keys and Translations | Prior Year Adj ChartField | Buaget Period Status | Control ChartField | Offsets | Excluded Account Types

Step

Action

27.

*Budget Status field indicates whether the budget is Open, Closed, or on Hold:
* Open - The budget can still accept transactions.

* Closed - The budget is closed to transactions. You cannot enter budget journals,
and the Budget Processor fails all transactions that would impact the budget.

* Hold - The budget is on hold. The Budget Processor fails transactions that
would
reduce the available balance, but you can enter and post budget journals.

Note: Budget status is applied manually. You may override the Budget Status at
lower levels.

Click the Open list item.
Open |

28.

Select Enable Statistical Budgeting to enable budget checking of non-monetary
statistical amounts to facilitate financial analysis and reporting. This option is not
commonly used in CAPPS.
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Step Action

29. Select the Child Budgets Exceed Option checkbox to let the sum of child
budgets exceed the parent budget limit when you enter budget journals. This
option has no effect on budget checking of source transactions.

Note: If you do not select the Child Budget Exceeds option, the system performs a
validation each time you post a budget journal to ensure that the total across all
child budget amounts in the child budget ledger does not exceed the parent budget
amount. However...

30. Child Budgets Exceed Option (continued)

...if more than one child definition is associated with a parent budget definition,
the system does not add child budget amounts across child budget definitions to
arrive at a total child budget amount to validate against the parent budget. Rather,
the system views each child budget definition as the "same money" in "different
slices," and it only validates the child budget amounts within the child budget
definition for the budget journal.

Therefore, if you have more than one child budget definition associated with a
parent budget definition, and those child budget definitions do not represent the
"same money," your child budgets can exceed your parent budget even if you do
not select the Child Budget Exceeds option.

31. The Enable Funding Source option is used if you decide to set up an expenditure
budget definition with funding source tracking.

This option is not commonly used in CAPPS and is determined at
implementation.
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¢ GLIKK Reports Budget Definitions

New Window | Help | Personalize Page |
Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartFietd | [

SetiD 09900 Ledger Group APPROP
Effective Date Find | View All First ‘4 10f1 }' Last
“Effective Date 010171901 |5 “Status FHE
*Description APPROPRIATION EXPENSE BUDGET Definition Status valid [: ]
Budget Type Expense Associated Expenditure Budget.
Tolerance Percent| Parent Control Budget (<}

Ruleset and Control ChartField

“Ruleset CF Tree Name [032_TRANS FUND | Level Name [APPD_FUND |
“Control CF Prior Year Adj Chartfield Default Ruleset DEFAULT
Commitment Control Options
“Control Option [TrackwioBudget v “Budget Status
[JEntries Must Batance [ Enable Funding Source

[CJEnable statistical Budgeting
[child Budgets Exceed Option

GSave |[[5h Retum to Search ||| Noify 4 Add &1 Include History | [ Correct History

Control Budget Options | Ruleset Chartfislc | Keys and Translations | Prior Year Adj ChartFisld | Budget Period Status | Control ChartField | Offsats | Excluded Account Types

Step Action

32. Click the Ruleset Chartfield tab.
| Ruleset Chartfield |

33. The Ruleset Chartfield page is used to define the Ruleset ChartField values for
each ruleset.

34. The Ruleset ChartField for this APPROP Budget definition is 'Appropriation
Year'.

This defaulted from the Ruleset CF value you entered on the Control Budget
Options tab.

For expenditure budget definitions with funding source control, the Ruleset
ChartField must be the same as the Control ChartField.

35. Multiple rulesets may be defined for a Ruleset Chartfield.

36. In the Ruleset section the *Ruleset name is entered.

This is a required field denoted by the asterisk (*).
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Step Action

37. The Default check box would designate * Ruleset '2013' as the default ruleset, if
checked.

The default ruleset will also appear on the Control Budget Options tab.

If you only require one ruleset for your budget definition, you do NOT need to
enter any values on this page.

Note: The Budget Processor also uses the default ruleset when budget checking a
source transaction that has no value for the Ruleset ChartField. If Value Required
is selected on the Keys and Translations page for the Ruleset ChartField, the
Budget Processor issues an exception stating "Key ChartField is Blank."

38. In the Ruleset Keys section, enter the SetID for each range of Ruleset ChartField
values to which the ruleset applies.

39. Enter the years in the Range From and Range To fields.
< Control Budget Options Budget Definitions a Q > ©)
New Window | Help | Personalize Page | =
‘Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status | [
SefiD 09900 Ledger Group APPROP
Effective Date Find |ViewAll  First (4 10f1 () Last
*Effective Date /011901 x |5 *Status[Acive ] ==
*Description APPROPRIATION EXPENSE BUDGET Definition Status Valid [i ]
Ruleset ChartField Fund Code
Ruleset Find | View All Fist ‘4 1of1 '} Last
“Ruleset DEFAULT Default =E
Ruleset Keys Personalize | Find | View All| &1 B8 Fist 4 1001 ) Last
“Setn *Range From “Range To
Q Q Q = =

(=] Notity. 4 Add & Include History  Correct History

Control Budget Options | Ruleset Chartfield | Keys and Translations | Prior Year Adj ChartField | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

Step Action

40. Click the Keys and Translations tab.
| Keys and Translations |

41. The Keys and Translations page is used to specify the ChartFields and calendar
used to identify budgets for each ruleset.
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Step Action

42. The Reset button is used, all existing Budget Key and Translation, Ruleset and
Control ChartField data are overridden on the child budget definition and replaced
with data from the specified parent budget definition.

If you have changed a parent since you established the parent and child
relationship, you must update the related children.

You will also click Reset if you changed the child budget definitions but want to
go back to the definition values of the parent.

43. In the Ruleset section, rulesets 2013 and DEFAULT are displayed. You entered
these on the Ruleset ChartField page.

44, Select Enable Cumulative Budgeting to allow spending against the available
balances in a defined range of budget periods when a transaction would otherwise
exceed the balance in the current period. To make the Budget Processor obtain the
range of budget periods that are available for cumulative budget checking, select
Derive Dates and enter a cumulative calendar ID in the Cumulative Calendar
field. This option is not commonly used.

45. In the Keys and Translations, ChartField column, you may add a row for each
Key ChartField for the ruleset. If you do not intend to translate budget keys, clear
the rest of the fields in the grid.

You may limit the ChartField values that are valid for budgeting on the Control
ChartField page and the Excluded Account Types page.

Note: When funding source tracking is enabled, only one Key ChartField can be
specified. It is typically Project, but it may be any ChartField.

For project expenditure budget definitions with funding source tracking enabled,
the single ruleset key ChartField is Project ID — the same as the Ruleset
ChartField and the Control ChartField.

Project revenue budget definitions for funding source tracking can include one
additional Key ChartField besides the Project ID.

46. The Tree Name field isused if you use trees to translate transaction-level
ChartField values to higher-level budget ChartField values. To do this, enter the
Tree Name and Level Name of the budget ChartField values for each ChartField.

If you specify a tree and level, then valid values for budgeting include all the tree
nodes at or above the specified level. Valid values for source transactions at levels
below the tree level roll up to this specified level for budget checking.
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Step

Action

47.

In the *Value Required column, the Account ChartField is Required by default
and cannot be changed. All transactions require an Account the Account
ChartField cannot be Optional or Not Required.

The following options are available for all other ChartFields. These options
determine what happens if the ChartField is left blank:

* Required: A transaction fails budget checking if the ChartField is blank for the
specified definition.

* Not Required: The transaction passes but does not enter budget checking for
this definition.

* Optional: The transaction enters budget checking and the Budget Processor
searches for budget rows that are associated with the other ChartFields in the
specified definition.

48.

Important!

The 'Required' option for the*Value Required field is used only for ChartFields
that are common to all Commitment Control ledger groups.

Consider the following situation:

-- You have an appropriation ledger group, an organization ledger group and a
project ledger group.

-- The project ledger group is defined with Project ID as the control ChartField,
Ruleset ChartField and Key ChartField.

-- Most source transactions that you budget check do not include Project ID.

If you require values for Project ID, then the Budget Processor returns exceptions
for source transactions that pass budget checking for the appropriation and
organization budgets, because they fail the project budgets. If you do not require
values for Project ID, but make Project ID optional, then source transactions that
do not include Project ID bypass the project budgets—as they should—and pass
budget checking for the remaining budget ledgers.
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< Control Budget Options Budget Definitions

New Window | Help | Personalize Page | &
Control Budget Options || Ruleset Chartrield || Keys and Translations || Erior Year Adj ChartField || Budget Period Status || Control ChartFietd | ()

SetiD 09900 Ledger Group APPROP
Effective Dat Find | Viewal  First (4 1011 0 Last
“E p1o1s01 x5 *Status HE
*Description APPROPRIATION EXPENSE BUDGET Definition Status Vaiid L]
Ruleset Find | Viewal  Fist (4 1011 () Last
*Ruleset [DEFAULT Default [ Enable Cumulative Budgeting
Calendar D[ |Q [ Derive Dates Cumulative Calendar[ |Q
Keys and Translations. Personalize | Find | View Al | 2] B2 First @ 14014 0 Last
“ChartFiela Tree Name. Level Name. “Value Required
Account 032 TRANS_ACCTEXP @ [ALL Q Required = =
Appropriation Year 032_TRANS_AY (¢} APPROP_YR |@_ H =
Appropriation/PCA 032_TRANS_CLASS @ |APPROP Q H =
Fund Code 032_TRANS_FUND APPD_FUND EH =
HSave |[[5h Retum to Search _| [ Nofity 4 Add ) Include History | ([ Correct History

Control Budget Options | Ruleset Chartfisid | Keys and Translations | Prior Year Adj ChartField | Budget Period Stalus | Control ChartField | Offssts | Excluded Account Types

Step Action

49. Click the Prior Year Adj ChartField tab.
| Prior Year Adj ChariField |

50. The Prior Year Adj Chartfield page is used to establish beginning, ending and
expiration dates for a budget.

51. The Prior Year Adj ChartField value defaults from the Control Budget
Options.

52. In the SetID field, select a SetID to uniquely identify the set of ChartField values
and dates that you enter here.

53. In the Value field, enter a valid budget year.

54. In the Begin Date field, enter the first date that a budget is available.

For example, the Begin Date for FY 2011 is 9/1/2010.

55. In the Expiration Date field, enter the last date that funds are available for
obligation for this budget.

In this example, the Expiration Date for Appropriation Year 2011 is 8/31/2013.

The Budget Processor uses this date to categorize a budget as expired. In CAPPS,
the Expiration Date and Budget Date ChartFields represent the same data.

56. In the End Date field, enter the last date that payments can be processed against
the budget. The budget is in effect closed on this date and the system does not
allow processing against the budget.
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< Control Budget Options Budget Defi

Control Budget Options || Ruleset Chartiield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status | [

SefiD 09900 Ledger Group APPROP

Effective Date Find | View All  First (4 1011 (b Last

“Effective Date pT0T1901 x5 “status [Acive v HE
“Description [APPROPRIATION EXPENSE BUDGET Definition Status Vaiid [}

Prior Year Adj Chartfield Appropriation Year

SetIDs for ChartField Find | View Al First ‘¢ 1071 % Last

*SeiD[09900 |Q =HE
ChartField Values: Personalize | Find | ViewAl| &) B Fist ¢ 1100111 * Last
Value Begin Date Unexpired Expiraion Dote End Date
2011 Q eizoto |5 O 08312013 By (123112013 5 ==
2012 Q @iz W O 0er12014 [ [23i2014 B ==
2012 @ @rizeiz W O 1273112015 By [23i2015 B ==
2014 Q @iz W O 0812016 5 [oerir20ie B ==
2015 Q mizeis W O GerR201T 5 [oerir20iT B ==
2016 Q Emi2eie W O 0erR12018 ) [oerir2oie B ==
2017 Q @ri2eis W O 0er12019 5 [oerir20te B ==
2018 @ Ei20i7 w0 0673112020 5 083172020 H ==
2019 @ [izols O 0673112021 5 [O83r2021 H ==
2020 @ oizols | O 0673112022 ) 08312022 H ==

Save |[[5f Retum to Search

Notity

Include History | ([ Comect History

Control Budget Options | Ruleset Chartfislc | Keys and Translations | Prior Year Adj ChartField | Budget Period Stalus | Control ChartField | Offssts | Excluded Account Types

CAPPS Financials

A Qv

New Window | Help | Personalize Page | &/

EUT Course

Step

Action

57.

Click the Budget Period Status tab.
|__Eu-:|get Period Status |

58.

defaults to 'Open'.

The Budget Period Status page is not used in CAPPS. The Budget Period status
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Control Budget Options || Ruleset Chartfield | Keys and Translations || Prior Year Adj ChartField || Budget Period Status | B!

SetiD 09900 Ledger Group APPROP
Effective Date Find | View All First ‘4 10f1 ' Last
“Etfective Date 0101/1901 x5 *Status [Acive v =
*Description APPROPRIATION EXPENSE BUDGET Definition Status Valid [: )
Budget Period Calendars Find | View Al First (0 10f1 @ Last
Calendar D[ |Q HE
Budget Period Values Personalize | Find | View All| @11 B First 0 1071 O Last
Budget Period Budget Status
Q = =
Save | (Gt Refum to Search | [ Notily ) Add <1 Include History | [/ Correct History

Control Budget Options | Ruleset Chartfisid | Keys and Translations | Prior Year Adj ChartField | Budget Period Stalus | Control ChartField | Offssts | Excluded Account Types

New Window | Help | Personalize Page |

Step Action

59. Click the Show following tabs button.

Iz

60. Click the Control ChartField tab.
| Control ChariField |

61. The Control ChartField page is used to override and define budget options and

attributes for particular Control ChartField values.

62. In this scenario, the All Control Values check box is selected.

budgeting.

This checked field enables all ChartField values for the control ChartField at or
above the tree level that you entered on the Keys and Translations page for

63. To enable only certain control ChartField values for budget-checking purposes,
you would deselect the All Control Values check box and specify your control

ChartField values in the ChartField Values grid on this page.
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¢ Control Budget Options Budget Defin

New Window | Help | Personalize Page |
@ [ Keys and Transiations || Prior Year Aaj ChartField || Budget Period Status || Control ChartField || Offsets || Excluded Account Types

SetiD 09900 Ledger Group APPROP
Effective Date Find [ View Al First (4 1011
*Effective Date 01/01/1901 _x |5 “Status[Acive ] HE
*Description APPROPRIATION EXPENSE BUDGET Definition Status Vaiid [:]
Control ChartField Fund Code M ancontrol values Bypass Blank Values
SetlDs for ChartField Find | ViewAll  First (4 1011 (

“setiD[09200_|Q

ChartField Values
Control Values || Status

Personaiize | Find | View | @] B First (4 1011 ¥ Last

*Range From “Range To Control Option Status DftTol.  Tolerance% _ Begin Date End Date “DeriveDates  CumulaiveCal S Reauired
doot @ [doot @ [Trackwio Budge v & ] ) [Defeut v Q O El=]
Jsave | [[a Retum to Search | [[=] Notty

4 Add

& Include History

Correct
Conirol Budget Options | Ruleset Chartfield | Keys and Translations | Prior Year Adj Char

ield | Budget Period Status | Control ChariField | Offsets | Excluded Account Types

Step Action

64. Click the Offsets tab.

65. The Offsets tab is not used in CAPPS. The default status is 'Active'.
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SefiD 09900 Ledger Group APPROP

Effective Date

ate 11011901 x5

*Description APPROPRIATION EXPENSE BUDGET

@ [ Keys and Transiations || Prior Year Adj ChartField || Budget Period Status

Control ChartField || Offsets || Excluded Account Types

Find | View Al First (* 10f1 2 Last

“Status [

Definition Status Valid L]

New Window | Help | Personalize Page | =

Control Budget Options | Ruleset Chartfield | Keys and Translations | Frior Year Adj ChartField | Budget Period Stalus | Control ChartField | Offssts | Excluded Account Types

No Offsets Required

[F)save |[[" Retum to Search _||[=] Notity 4 Add L1 Include History | [ Comect History.

Step Action

66. Click the Excluded Account Types tab.
|_Exn:lud ed Account Types |

67. The Excluded Account Types tab is used to specify the account types and
account value ranges to exclude from processing for this control budget definition.

68. Select a SetID for which you want to exclude all accounts for an account type for
budget processing.

69. In the Exclude Account Types window, select the account types that you want to
exclude from budget processing against this Commitment Control ledger group.

70. If you also want to exclude other transactions from budget checking, you enter
those accounts in the *From Account and *To Account fields in the Excluded
Accounts grid.

71. You may include ranges of account values that would otherwise be excluded from
budget checking by listing them as exceptions.
Next to an Account Type, such as Assets or Liabilities, click the Exceptions link
to access the Exclude Account Type Exceptions page.

72. Congratulations! You have successfully completed this lesson.

End of Procedure.

Reviewing an Organizational Budget Definition

Procedure
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In this lesson, you will review an Organizational Budget Definition.

¥ Employee Self Service

b CAPPS News & Articles

There are o articles currently posted

Common Links

Step Action

1. Click the NavBar button.

Page 19



C SFi .
Elﬁrgouzlenanmals Capps

ThvEer Moo o
Cost Accounting > "
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[ ,
nventry ,
eProcurement ,
Services Procurement >
Sourcing 5
Engineerng ,
Manutscurng Demmitons >
roduston Contol ,
Quality >
Supply Planring ,
J— ,
Program Wansgement ,
Step Action
2. Click the Vertical scrollbar to scroll down and locate the Commitment Control
menu.
3. Continue scrolling down.

Click the Vertical scrollbar.

4, Click the Commitment Control menu.
Commitment Control 5
5. Click the Define Control Budgets menu.
Define Control Budgets 5
6. Click the Budget Definitions menu.
Budget Definitions
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< GL/KK Reports Budget Definitions

Budget Definitions

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value | Add a New Value

Dinctude History [ correct History

a
Search Clear | Basic Search " Save Search Criteria

Find an Existing Value | Add a New Value

CAPPS Financials
EUT Course

New Window | Help | &

Step Action

7. Click the Look up Ledger Group (Alt+5) button.

8. Click the Organization Ledger Group link.
Organization Ledger Group

9. Click the Search button.

Search

10. The Control Budget Options tab defines the budget's general parameters,
including the Control ChartField, parents and children, associated budget
definition, control options, Ruleset ChartField and status.

11. The Budget Type field identifies the Ledger Group type of either 'Expense' or
'Revenue'.

12. The Associated Expenditure Budget field only applies to the Revenue Ledger

be increased by Revenue budgets.

Group definition. This field reflects the expenditure ledger group limits that will

Note: The field is available when the Budget Type is equal to 'Expense’.
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Step Action
13. The Tolerance Percent field shows the percent variance over budget that is

allowed before the system creates an exception.

The Tolerance Percent can be set at 3 process levels:

1. Control Budget definition level for all budgets

2. Budget Attributes level (for exceptions to the Control Budget definition)
3. Budget Entry level

Lower level budget tolerance overrides that of higher levels.

Note: Negative tolerances are NOT supported.

14.

If this budget definition is a child in a hierarchy of budget definitions, select its
parent budget definition in the Parent Control Budget field. This establishes the
connection between the two budget definitions, enabling the system to enforce the
relationship.

15.

When you press the Tab to exit the Parent Control Budget field, the system
populates the budget definition with the parent's processing rules.

Parent and children budgets must share the same Control, Ruleset and key
ChartFields, although the children may have additional key ChartFields.

16.

Select the Ruleset CF (ruleset ChartField) and, optionally, the Tree Name and
Level Name where the Budget Processor should look for the ChartField values
that are valid for the Ruleset.

Note: For expenditure budget definitions with funding source control, the
Ruleset CF (ruleset ChartField) must be the same as the Control CF (control
ChartField).

17.

In the Control CF (control ChartField) field, enter the key ChartField that the
Budget Processor uses to determine whether to enforce budget checking.

For example, if you select DeptID as the control ChartField for the budget
definition, you can then identify specific departments over which the Budget
Processor enforces budgetary control using this budget definition and other
departments which are exempt from budgetary control.

18.

The Prior Year Adj Chartfield field is available to agencies as an option to
control and categorize processing against expired or closed budgets. Itisnota
required field for a budget definition.

Select a ChartField, typically Appropriation Year, the value of which is used
when you establish begin dates, expiration dates and end dates for a budget using
the Prior Year Adj page.
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Step

Action

19.

ChartField page

The default Ruleset for any Ruleset ChartField values that you do not specify on
the Ruleset ChartField page. You specify the default ruleset on the Ruleset

You will specify the default ruleset on the Ruleset ChartField page.

20.

be overridden at lower levels.
Control Options can be also set at these levels:
1. Control Budget Definition level for all budgets

3. Budget Entry level

Click the Control Option list.

In the Commitment Control Options section, use the Control Option field to
select the degree of budgetary control for this budget definition. The selection can

2. Budget Attribute level (for exceptions to the Control Budget Definition)

< GLIKK Reports

Budget Definitions

Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChariField || Budget Period Status || Gontrol GhartField | B

SefiD 09900 Ledger Group ORG
Effective Date Find | View Al First 4 101 © Last
“Effective Date 1011901 x| “Status[Acive  v| =
*Description [ORG BUDGET DEFINITION Definition Status Vaiid ;)

Budget Type Expense Associated Expenditure Budget.

Tolerance Percent! Parent Control Budget APPROP a
Ruleset and Control ChartField

*Ruleset CF [Fund Code ~ Tree Name (032_TRANS_FUND

Level Name |FUND a
*Control CF [Fund Code Defouit Ruleset DEFAULT
Commitment Control Options

“Control Option [Track /o Budget v

[CJEntries Must Balance
[JEnabie statistical Budgeting
[CIchild Budgets Exceed Option

“Budget Status

[JEnable Funding Source

fSave |G Retum to Search _| [ Notiy 4 Add =] Include History _|[[77 Correct History

Control Budget Options | Ruleset Chartiield | Keys and Translations | Prior Year Adj ChartField | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

AQ YT i@

New Window | Help | Personaiize Page | i

Step

Action

21.

Click the Control Option list.
Control Option | Track w/o Budget W
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Budget Definitions

¢ GLIKK Reports

Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartFietd | [

SetiD 09900 Ledger Group ORG
Effective Date Find | View All First ‘4 10f1 }' Last
“Effective Date 010171901 |5 “staws[Aowe ] FHE
*Description ORG BUDGET DEFINITION Definition Status valid [: ]

Budget Type Expense Associated Expenditure Budget

Tolerance Percent! Parent Control Budget APPROP Q
Ruleset and Control ChartField

“Ruleset CF |Fund Code 2|

[] Prior Year Adj Chartield

Commitment Control C[onrol
“Control Option JIEERIYETIIEE

[Entries Must Balance
[CJEnable statistical Budgeting
[child Budgets Exceed Option

Tree Name 032_TRANS_FUND Level Name [FUND Q

“Control CF [Fund Code Default Ruleset DEFAULT

“Budget Status [Open ]

ClEnable Funding Source

GSave |[[5h Retum to Search ||| Noify 4 Add UpdateDisplay &1 Include History _|[ Correct History

Control Budget Options | Ruleset Chartfislc | Keys and Translations | Prior Year Adj ChartFisld | Budget Period Status | Control ChartField | Offsats | Excluded Account Types

New Window | Help | Personalize Page |

Step Action

22. Control Option degrees of budgetary controls are:

if there

issues warnings.

against

Trow.

Click the Track w/o Budget list item.
Track w/o Budget

* Control - Transactions that cause budget exceptions generate errors or warnings.
* Track w/o Budget (tracking without budget) - Transactions are tracked even

is no budget set up. If a budget row exists and there are exceptions, the system

* Tracking w/ Budget (tracking with budget) - Transaction amounts are tracked
a budget, but error exceptions are issued only if there is no corresponding budget
The system will pass a transaction if a budget row exists, even for a zero amount.

Note: Negative budgets cannot be set to 'Control'. They can be set to 'Tracking
w/ Budget' or "Track w/o Budget'. You can override this value at lower levels.
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Budget Definition:

Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartFietd | [

SefiD 09900 Ledger Group ORG
Effective Date

Find | View Al First (0 10f1 ' Last

f#li=)

ion Status Valid [:]

“Effective Date 011011901 |5

“Descri

ORG BUDGET DEFINITION Defi

Budget Type Expense
Tolerance Percent!

Associated Expenditure Budget.

Parent Control Budget APPROP Q
Ruleset and Control ChartField
“Ruleset CF [Fund Code

Tree Name 032_TRANS_FUND Level Name [FUND Q

“Control CF [Fund Code Prior Year Adj Chartfield Default Ruleset DEFAULT
Commitment Control Options

~Control Option [FEETTEITY “Budget status [Open <]
[ Entries Must Balance [JEnable Funding Source
[CJEnable statistical Budgeting

[child Budgets Exceed Option

GSave |[[5h Retum to Search ||| Noify [ Add Update/Display || & Include History | [[%» Comrect History

Control Budget Options | Ruleset Chartfisic | Keys and Translations | Prior Year Adj ChartFisld | Budget Period Status | Control ChartField | Offsats | Excluded Account Types

New Window | Help | Personalize Page |

Step

Action

23.

Click the Budget Status list.
Budget Status

GLIKK Reports

Budget Definition:

‘Control Budget Options || Ruleset Chartfield || Keys and Translations || Prior Year Adj ChartField || Budget Period Status || Control ChartField | [

SetiD 09900
Effective Date

Ledger Group ORG

Find | View Al First (4 101 (0 Last

=

Definition Status Valid (]

“Effective Date 011071901 [

*Description ORG BUDGET DEFINITION

Budget Type Expense
Tolerance Percent!

Associated Expenditure Budget.

Parent Control Budget APPROP a
Ruleset and Control Chartl

*Ruleset CF [Fund Code Tree Name 032_TRANS_FUND Level Name [FUND Q

*Control CF [Fund Code Year Adj Chartfield Default Ruleset DEFAULT

Commitment Control Options

“Control Option [Track wio Budget v
[CEntries Must Balance

CJEnable Statistical Budgeting

[cnitd Budgets Exceed Option

“Budget Status JoTET

[JEnable Funding Source

Jsave | [of Retum to Search | |[] Notity (4 Add Update/ispiay | & Include History | |[%» Correct History

Control Budget Options | Ruleset Chartiield | Keys and Translations | Prior Year Adj ChartField | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

New Window | Help | Fersonaize Fage |
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Step Action

24, *Budget Status field indicates whether the budget is Open, Closed, or on Hold:
* Open - The budget can still accept transactions.

* Closed - The budget is closed to transactions. You cannot enter budget journals,
and the Budget Processor fails all transactions that would impact the budget.

* Hold - The budget is on hold. The Budget Processor fails transactions that
would
reduce the available balance, but you can enter and post budget journals.

Note: Budget status is applied manually. You may override the Budget Status at
lower levels.

Click the Open list item.

25. Select Enable Statistical Budgeting to enable budget checking of non-monetary
statistical amounts to facilitate financial analysis and reporting.

26. Select the Child Budgets Exceed Option checkbox to let the sum of child

budgets exceed the parent budget limit when you enter budget journals. This
option has no effect on budget checking of source transactions.

Note: If you do not select the Child Budget Exceeds option, the system performs a
validation each time you post a budget journal to ensure that the total across all
child budget amounts in the child budget ledger does not exceed the parent budget
amount. However...

27. Child Budgets Exceed Option (continued)

...if more than one child definition is associated with a parent budget definition,
the system does not add child budget amounts across child budget definitions to
arrive at a total child budget amount to validate against the parent budget. Rather,
the system views each child budget definition as the "same money" in "different
slices," and it only validates the child budget amounts within the child budget
definition for the budget journal.

Therefore, if you have more than one child budget definition associated with a
parent budget definition, and those child budget definitions do not represent the
"same money," your child budgets can exceed your parent budget even if you do
not select the Child Budget Exceeds option.

28. The Enable Funding Source option is used if you decide to set up an expenditure
budget definition with funding source tracking.

This option is not commonly used in CAPPS and is determined at
implementation.
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< GLIKK Reports Budget Definitions

New Window | Help | Personalize Page | i
Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartFieid | B

SefiD 09900 Ledger Group ORG

Effective Date Find [ View Al First ‘4 10f1 () Last
“Effective Date 01011901 |5j *Status ==
“Description [ORG BUDGET DEFINITION Definition Status Vaiid [i]
Budget Type Expense Associated Expenditure Budget
Tolerance Percent Parent Control Budget APPROP Q

Ruleset and Control ChartField

*Ruleset CF [Fund Code ~ Tree Name 032_TRANS_FUND Level Name [FUND Q
“Control CF [Fund Code [V] priorYear AdjCharttield V] Default Ruleset DEFAULT
Commitment Control Options
“Control Option[TrackwioBudget v “Budget Status
[Entries Must Balance [ Enable Funding Source

[JEnabie statistical Budgeting
[cnild Budgets Exceed Option

iSave ||[a Retumto Search ||/ Notify + Add +] Include History | |[7» Correct History

Control Budget Gptions | Ruleset Chartfield | Keys and Translations | Prior Year Adj ChartField | Buaget Period Status | Control ChartField | Offsets | Excluded Account Types

Step Action

29. Click the Ruleset Chartfield tab.
| Ruleset Chartfield |

30. The Ruleset Chartfield page is used to define the Ruleset ChartField values for
each ruleset.

31. The Ruleset ChartField for this ORG Budget definition is 'Fund Code'.

This defaulted from the Ruleset CF value you entered on the Control Budget
Options tab.

For expenditure budget definitions with funding source control, the Ruleset
ChartField must be the same as the Control ChartField.

32. Multiple rulesets may be defined for a Ruleset Chartfield.

33. In the Ruleset section the *Ruleset name is entered.
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Step Action

34, The Default check box would designate * Ruleset '2013' as the default ruleset, if
checked.

The default ruleset will also appear on the Control Budget Options tab.

If you only require one ruleset for your budget definition, you do NOT need to
enter any values on this page.

Note: The Budget Processor also uses the default ruleset when budget checking a
source transaction that has no value for the Ruleset ChartField. If Value Required
is selected on the Keys and Translations page for the Ruleset ChartField, the
Budget Processor issues an exception stating "Key ChartField is Blank."

35. In the Ruleset Keys window, enter the SetID for each range of Ruleset ChartField
values to which the ruleset applies.

< GL/KK Reports Budget Definitions a Q > ©)
New Window | Help | Personalize Page | =
‘Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status | [
SefiD 09900 Ledger Group ORG.
Effective Date Find |ViewAll  Fist (4 1of1 () Last
*Efective Date P1/01A901 = [ *Status [Acve v #E=
*Description ORG BUDGET DEFINITION Definition Status Valid [i ]
Ruleset ChartField Fund Code
Ruleset Find | View All First 4 1of1 } Last
“Ruleset DEFAULT Default Parent Ruleset DEFAULT ®=E
Ruleset Keys Personaiize | Find | View All| &1 B8 Fist 4 1001 ) Last
“Setn “Range From *Range To
Q Q = =

GiSave |[[G Retum to Search | [ Notity 4 Add & Include History  Correct History

Control Budget Options | Ruleset Chartiield | Keys and Translations | Prior Year Adj ChartField | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

Step Action

37. Click the Keys and Translations tab.
| Keys and Translations |

38. The Keys and Translations page is used to specify the ChartFields and calendar
used to identify budgets for each ruleset.
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Step Action
39. The Reset button is used, all existing Budget Key and Translation, Ruleset and

Control ChartField data are overridden on the child budget definition and replaced
with data from the specified parent budget definition.

If you have changed a parent since you established the parent and child
relationship, you must update the related children.

You will also click Reset if you changed the child budget definitions but want to
go back to the definition values of the parent.

40. In the Ruleset section, rulesets 2013 and DEFAULT are displayed. You entered
these on the Ruleset ChartField page.

41. Select Enable Cumulative Budgeting to allow spending against the available
balances in a defined range of budget periods when a transaction would otherwise
exceed the balance in the current period. To make the Budget Processor obtain the
range of budget periods that are available for cumulative budget checking, select
Derive Dates and enter a cumulative calendar ID in the Cumulative Calendar
field. This option is not commonly used.

42. In the Keys and Translations, ChartField column, you may add a row for each
Key ChartField for the ruleset. If you do not intend to translate budget keys, clear
the rest of the fields in the grid.

You may limit the ChartField values that are valid for budgeting on the Control
ChartField page and the Excluded Account Types page.

Note: When funding source tracking is enabled, only one Key ChartField can be
specified. It is typically Project, but it may be any ChartField.

For project expenditure budget definitions with funding source tracking enabled,
the single ruleset key ChartField is Project ID — the same as the Ruleset
ChartField and the Control ChartField.

Project revenue budget definitions for funding source tracking can include one
additional Key ChartField besides the Project ID.

43. The Tree Name field isused if you use trees to translate transaction-level
ChartField values to higher-level budget ChartField values. To do this, enter the
Tree Name and Level Name of the budget ChartField values for each ChartField.

If you specify a tree and level, then valid values for budgeting include all the tree
nodes at or above the specified level. Valid values for source transactions at levels
below the tree level roll up to this specified level for budget checking.
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Step Action

44, In the *Value Required column, the Account ChartField is Required by default
and cannot be changed. All transactions require an Account the Account
ChartField cannot be Optional or Not Required.

The following options are available for all other ChartFields. These options
determine what happens if the ChartField is left blank:

* Required: A transaction fails budget checking if the ChartField is blank for the
specified definition.

* Not Required: The transaction passes but does not enter budget checking for
this definition.

* Optional: The transaction enters budget checking and the Budget Processor
searches for budget rows that are associated with the other ChartFields in the
specified definition.

45. Important!
The 'Required' option for the *Value Required field is only used for ChartFields
that are common to all Commitment Control ledger groups.

Consider the following situation:

-- You have an appropriation ledger group, an organization ledger group and a
project ledger group.

-- The project ledger group is defined with Project ID as the control ChartField,
Ruleset ChartField and Key ChartField.

-- Most source transactions that you budget check do not include Project ID.

If you require values for Project ID, then the Budget Processor returns exceptions
for source transactions that pass budget checking for the appropriation and
organization budgets, because they fail the project budgets. If you do not require
values for Project ID, but make Project ID optional, then source transactions that
do not include Project ID bypass the project budgets—as they should—and pass
budget checking for the remaining budget ledgers.
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¢ GLIKK Reports Budget Defin

Control Budget Options || Ruleset Chartiield || Keys and Translations || Erior Year Adj ChartField || Budget Period Status || Control ChartField | [

SefiD 09900 Ledger Group ORG

Effective Date Find | View Al First (0 10f1 2 Last

~Etrective Date 01011901 x5 *Status [Acive v E[S]
*Description ORG BUDGET DEFINITION

Definition Status Valid L] Rooel
Ruleset Find | Viewal  Fist (4 1011 () Last
*Ruleset [DEFAULT Default [ Enable Cumulative Budgeting
Calendar D[ |Q [ Derive Dates Cumulative Calendar[ |Q
Keys and Translations. Personalize | Find | ViewAl| 2] B2 First @ 15015 0 Last
“ChartFiela Tree Name Level Name “Value Required
Account 032_TRANS_ACCTEXP BUD_CONTRL @ Required HE=
Appropriation Year 032_TRANS_AY APPROP_YR |@ HE
Appropriation/PCA 032_TRANS_CLASS PCA Q HE
Department 032_TRANS_ORG Q [DIvIsION Q HE
Fund Gode 032_TRANS_FUND FUND ElE]
Jsave |[[0" Retum to Search Noify 4 Add ] Include History | {7 Correct History

Control Budget Gptions | Ruleset Ghartfield | Keys and Translations | Prior Year Adj ChartField | Budget Period Status | Gontrol ChartField | Offsets | Excluded Account Types

CAPPS Financials
EUT Course

New Window | Help | Personalize Page | &

Step

Action

46.

Click the Prior Year Adj ChartField tab.
| Prior Year Adj ChariField |

47.

The Prior Year Adj Chartfield page is used to establish beginning, ending and

expiration dates for a budget.
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¢ GLIKK Reports

‘Control Budget Options || Ruleset Chartield || Keys and Translations || Prior Year Adj ChartField || Budget Period Status | [

SefiD 09900 Ledger Group ORG

Effective Date Find | View Al First (4 10f1 (2 Last

~Etrective Date p1011901 x5 *Status [Acive v ElS|
*Description ORG BUDGET DEFINITION Definition Status Valid [: )

Prior Year Adj Chartfield No Expiration ChartField Specified

Save | |[5F Refum to Search

5 Add

= Include History |7 Correct History

Control Budget Options | Ruleset Chartfisld | Keys and Translations | Prior Year Adj ChartField | Budget Period Stalus | Control ChartField | Offssts | Excluded Account Types

Centralized

New Window | Help | Personalize Page |

System

Step Action

48. Click the Budget Period Status tab.
|_ﬂudget Period Status |

< GL/KK Reports

Control Budget Options || Ruleset Chartield || Keys and Translations || Prior Year Adj ChartFi Budget Period Status | [

SefiD 09900 Ledger Group ORG

Effective Date Find | View Al First 4 1of1 0 Last
“Effective Date 1011901 x |[5j “status[Acive  v| ==
“Description [ORG BUDGET DEFINITION n Status Vaid i)
Budget Period Calendars Find | View Al First ‘4 101 ) Last
Calendar ID Q =E
Budget Period Values Personaiize | Find | ViewAll| @1 E§  Fist @ 1001 ) Last
Budget Period Budget Status
Q =
[Save |[& Retum toSearch | [[=] Notiy [ Add eiDispiay | [ include History | ([ Correct History

Control Budget Options | Ruleset Chartiield | Keys and Translations | Prior Year Adj ChartField | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

New Window | Help | Personaiize Page | i
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Step Action

49. Click the Show following tabs button.

I

50. Click the Control ChartField tab.
| Conirol ChariField |

51. The Control ChartField page is used to override and define budget options and
attributes for particular Control ChartField values.

52. In this scenario, the All Control Values check box is selected.

This checked field enables all ChartField values for the control ChartField at or
above the tree level that you entered on the Keys and Translations page for
budgeting.

53. To enable only certain control ChartField values for budget-checking purposes,
you would deselect the All Control Values check box and specify your control
ChartField values in the ChartField Values grid on this page.

< Control Budget Options Budget Definitions

New Window | Help | Personalize Page | &
@ [ Keys and Transiations || Prior Year Aaj ChartField || Budget Period Status || Control ChartField || Offsets || Excluded Account Types

SetiD 09900 Ledger Group ORG
Effective Date Find | View All First ‘&' 10f1
“Effective Date 0 101/1801 x5 *Status [Acive v Fi=
*Description ORG BUDGET DEFINITION Definition Status Valid [: )
Control ChartField Fund Code All Control Values. Bypass Blank Values
SetlDs for ChartField Find | View Al First (4 1011 (-
*setiD Q
ChartField Values personaiize | Find | view | @] B First (4 1011 ) Last
Control Values
*Range From “Range To Control Option status DAtTol  Tolerance% Begin Date End Date “Derive Dates  Cumulative Cal FS Required
@ @ [Trackwio Budge v el 2] ) [Defaut v Q O =
save | (G Retum to Searcn | [ Notity 4 Add 1 include History | |[37 Correct

Conirol Budget Options | Ruleset Chartfield | Keys and Translations | Prior Year Adj ChartField | Budget Period Status | Conirol ChariField | Offsets | Excluded Account Types

Step Action

54. Click the Offsets tab.
|

55. The Offsets tab is not used in CAPPS. The default status is 'Active'.
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< Control Budget Options Budget Definitions

New Window | Help | Personalize Page | &
@ [ Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartField |[ Offsets || Excluded Account Types
Seti 09900 Ledger Group ORG
Effective Date Find [ View Al First (4 10f1 () Last
“Effe piiAs0T x5 ==

iption ORG BUDGET DEFINITION Definition

[E)save |5 Retum to Search | |I=] Notity » Add =1 Inciuge History | (57 Correct History

Control Budget Options | Ruleset Chartiield | Keys and Translations | Prior Year Adj ChartField | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

Step Action

56. Click the Excluded Account Types tab.
|_Exn:lud ed Account Types |

57. The Excluded Account Types tab is used to specify the account types and
account value ranges to exclude from processing for this control budget definition.

58. Select a SetID for which you want to exclude all accounts for an account type for
budget processing.

59. In the Exclude Account Types window, select the account types that you want to

exclude from budget processing against this Commitment Control ledger group.

60. If you also want to exclude other transactions from budget checking, you enter
those accounts in the *From Account and *To Account fields in the Excluded
Accounts grid.

61. You may include ranges of account values that would otherwise be excluded from
budget checking by listing them as exceptions.

Next to an Account Type, such as Assets or Liabilities, click the Exceptions link
to access the Exclude Account Type Exceptions page.

62. Congratulations! You have successfully completed this lesson.
End of Procedure.
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Reviewing a Revenue Budget Definition

Procedure

In this lesson, you will review a Revenue Budget Definition.

¥ Employee Self Service

& CAPPS News

There are no articles currently posted

Step Action

1. Click the NavBar button.
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Quality >
Supply Planring ,
J— ,
Program Wansgement ,
Step Action
2. Click the Vertical scrollbar to scroll down and locate the Commitment Control
menu item.
3. Continue scrolling down.

Click the Vertical scrollbar.

4, Click the Commitment Control menu.
Commitment Control 5
5. Click the Define Control Budgets menu.
Define Control Budgets 5
6. Click the Budget Definitions menu.
Budget Definitions
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¢ GLIKK Reports Budget Definitions

Budget Definitions

Enter any information you have and click Search. Leave fields blank for a list of all values

al 08500 a

Dinctude History [ correct History

a
Search Clear | Basic Search " Save Search Criteria

Find an Existing Value | Add a New Value

CAPPS Financials
EUT Course

New Window | Help | &

Step Action
7. Click the Look up Ledger Group (Alt+5) button.
8. Click the Revest Ledger Group link.
Revest Ledger Group
9. Click the Search button.
Search
10. The Control Budget Options page defines the budget's general parameters,

including the Control Chartfield, parents and children, associated budget
definition, control options, Ruleset Chartfield and status.
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Step Action

11. Control budgets set up control in two stages:

1. Establish Commitment Control ledgers and ledger groups.
2. Set up budget definitions by attaching processing parameters to the ledger
groups.

Within a control budget definition, you can set up one or more rulesets, or sets of
key ChartFields, translation rules, and budget period calendars.

Rulesets may be thought of as groups of budgets that have common characteristics
such as budget keys, translation rules, and calendars.

If all of your budgets use the same ChartFields, translation rules, and calendars,
you can just use the default ruleset created by the budget definition without having
to specify any range of values.

Note: A Budget Definition is synonymous with establishing processing rules for a
Commitment Control ledger group.

12. Each budget definition will have a Budget Type of either Revenue or Expenses.
The Budget Type is inherited from the ledger group definition.

Since you are reviewing the budget definition set up for the REVEST ledger
group, the Budget Type is Revenue.

If you were reviewing the budget definition for the Appropriations ledger group,
the Budget Type would be Expenses.

13. The Associated Expenditure Budget field only applies to budget definitions
associated with the Revenue Ledger group.

This field reflects the Expenditure Ledger group whose limits will be increased by
revenue budgets.

14. The Tolerance Percent field reflects the percentage by which the budget can be
exceeded before the system creates an exception.

The Tolerance Percent can be set at 3 levels:

1. Control Budget definition level for all budgets

2. Budget Attributes level (for exceptions to the Control Budget definition)
3. Budget Entry level

Lower level budget tolerance overrides that of higher levels.

Note: Negative tolerances are NOT supported.

15. If this budget definition is a child in a hierarchy of budget definitions, select its
parent budget definition in the Parent Control Budget field. This establishes the
connection between the two budget definitions, enabling the system to enforce the
relationship.
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Step Action
16. When you press the Tab to exit the Parent Control Budget field, the system

populates the budget definition with the parent processing rules.

Parent and children budgets must share the same Control, Ruleset and key
ChartFields, although the children may have additional key ChartFields.

17. The Ruleset CF (ruleset ChartField) and, optionally, the Tree Name and Level
Name where the Budget Processor should look for the ChartField values that are
valid for the Ruleset.

Note: For expenditure budget definitions with funding source control, the
Ruleset CF (ruleset ChartField) must be the same as the Control CF (control
ChartField).

18. The Tree Name and Level Name fields are used to reflect the tree structure
depicting the organization/roll up of accounts for budgeting purposes.

Use the Tree Name and Level Name fields, when needed, to identify the tree and
level where the Budget Processor should look for the ChartField values that are
valid for the ruleset.

19. In the Control CF (control ChartField) field, enter the key ChartField that the
Budget Processor uses to determine whether to enforce budget checking.

For example, if you select DeptID as the control ChartField for the budget
definition, you can then identify specific departments over which the Budget
Processor enforces budgetary control using this budget definition and other
departments which are exempt from budgetary control.

20. The Prior Year Adj Chartfield ficld is available to agencies as an option to
control and categorize processing against expired or closed budgets. Itisnota
required field for a budget definition.

Select a ChartField, typically Appropriation Year, the value of which is used
when you establish begin dates, expiration dates and end dates for a budget using
the Expiration ChartField page.

21. The default Ruleset for any Ruleset ChartField values that you do not specify on
the Ruleset ChartField page.
You will specify the default ruleset on the Ruleset ChartField page.
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Step Action

22. In the Commitment Control Options section, use the Control Option field to
select the degree of budgetary control for this budget definition. The selection can
be overridden at lower levels.

Control Options can be also set at these levels:

1. Control Budget Definition level for all budgets

2. Budget Attribute level (for exceptions to the Control Budget Definition)
3. Budget Entry level

Click the Control Option list.

23. Control Option degrees of budgetary controls are:
* Control - Transactions that cause budget exceptions generate errors or warnings.

* Track w/o Budget (tracking without budget) - Transactions are tracked even
if there

is no budget set up. If a budget row exists and there are exceptions, the system
issues

warnings.

* Tracking w/ Budget (tracking with budget) - Transaction amounts are tracked
against

a budget, but error exceptions are issued only if there is no corresponding budget
row.

The system will pass a transaction if a budget row exists, even for a zero amount.

Note: Negative budgets cannot be set to 'Control'. They can be set to "Tracking
w/ Budget' or 'Track w/o Budget'. You can override this value at lower levels.

24, *Budget Status field indicates whether the budget is Open, Closed, or on Hold:
* Open - The budget can still accept transactions.

* Closed - The budget is closed to transactions. You cannot enter budget journals,
and the Budget Processor fails all transactions that would impact the budget.

* Hold - The budget is on hold. The Budget Processor fails transactions that
would
reduce the available balance, but you can enter and post budget journals.

Note: Budget status is applied manually. You may override the Budget Status at
lower levels.

Click the Open list item.
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Step

Action

25.

Select Enable Statistical Budgeting to enable budget checking of non-monetary
statistical amounts to facilitate financial analysis and reporting. This option is not
commonly used in CAPPS.

26.

Select the Child Budgets Exceed Option checkbox to let the sum of child
budgets exceed the parent budget limit when you enter budget journals.

This option has no effect on budget checking of source transactions.

Note: If you do not select the Child Budgets Exceed Option, the system performs
a validation each time you post a budget journal to ensure that the total across all
child budget amounts in the child budget ledger does not exceed the parent budget
amount.

However...

27.

Child Budgets Exceed Option (continued)

...if more than one child definition is associated with a parent budget definition,
the system does not add child budget amounts across child budget definitions to
arrive at a total child budget amount to validate against the parent budget. Rather,
the system views each child budget definition as the "same money" in "different
slices," and it only validates the child budget amounts within the child budget
definition for the budget journal.

Therefore, if you have more than one child budget definition associated with a
parent budget definition, and those child budget definitions do not represent the
"same money," your child budgets can exceed your parent budget even if you do
not select the Child Budget Exceeds option.

28.

The Enable Funding Source option is used if you decide to set up an expenditure
budget definition with funding source tracking.

This option is not commonly used in CAPPS and is determined at
implementation.
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< GL/KK Reports Budget Definitions

New Window | Help | Personalize Page | =
Control Budget Options || Ruleset Chartfield | Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control Chartiela | B

SetiD 09900 Ledger Group REVEST
Effective Date Find | View All First ‘4 1of1 » Last
“Effective Date p101/1901 x5 “status [Acive v/ =
*Description REVENUE ESTIMATE BUDGET DEFN Definition Status valid [:]
Budget Type Revenue Associated Expenditure Budget APPROP e
Tolerance Percent| Parent Control Budget (<}

Ruleset and Control ChartField

*Ruleset CF Tree Name [132_TRANS_ACCTREV |Q LevelName ALL REV |Q
“ControlCF [Fine Gate ] PriorYearAd Chartiela v et Rulset DEFAULT
Commitment Control Options
“Control Option “Budget Status
[ Entries Must Balance [JEnable Funding Source

[CJEnable statistical Budgeting
[child Budgets Exceed Option

GSave |[[5h Retum to Search || Noify 4 Add &1 Include History _|[ Correct History

Control Budget Options | Ruleset Chartfislc | Keys and Translations | Prior Year Adj ChartFisld | Budget Period Status | Control ChartField | Offsats | Excluded Account Types

Step Action

29. Click the Ruleset Chartfield tab.
| Ruleset Chartfield |

30. The Ruleset Chartfield page is used to define the Ruleset ChartField values for
each ruleset.

31. The Ruleset ChartField defaults from the value you defined on the Control
Budget Options page.

32. In the Ruleset section, use the Default checkbox to select the ruleset to be used as

the default for any Ruleset ChartField values that is not specified.

If you only require one ruleset for your budget definition (i.e. all accounts have
the same required chartfields), you do not need to enter any values on this page.

33. The Budget Processor also uses the default ruleset when budget checking a source
transaction that has no value for the Ruleset ChartField.

34, The Ruleset Keys section is used to enter the SetID and each range of Ruleset
ChartField values to which the Ruleset applies.

Note: The system performs validations that prevent you from including the same
Ruleset ChartField value in more than one Ruleset
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m Budget Definitions
New Window | Help | Personalize Page | i
‘Control Budget Options || Ruleset Chartfield || Keys and Transiations || Prior Year Adj ChartField || Budget Period Status | [
*Effective Date 1011901 x |5 “Status[Acive ] HE
*Description REVENUE ESTIMATE BUDGET DEFN Definition Status Valid [: )
Ruleset e Find | View All Fist 4/ 10of1 » Last
*Ruleset DEFAULT Default =E
Ruleset Keys Personalize | Find |View All| @0 B2 First (0 10f1 0 Last
Q - Q i Q = =
Flsave |5 Retum toSearch | |[+] Notity 4 Add &1 Include History » Cormect History
Control Budget Options | Ruleset Chartfield | Keys and Translations | Prior Year Adj ChartField | Budget Period Status | Control ChartField | Offsets | Excluded Account Types
Step Action

35. Click the Keys and Translations tab.
| Keys and Translations |

36. On the Keys and Translations page, specify the ChartFields and calendar to
identify budgets for each ruleset.

37. In the Ruleset window, the ruleset is auto-populated from the ruleset you entered
on the Ruleset Chartfield page.

38. Select Enable Cumulative Budgeting to allow spending against the available
balances in a defined range of budget periods when a transaction would otherwise
exceed the balance in the current period. To make the Budget Processor obtain the
range of budget periods that are available for cumulative budget checking, select
Derive Dates and enter a cumulative calendar ID in the Cumulative Calendar
field. This option is not commonly used.

39. Key ChartFields and translation trees determine how the Budget Processor

identifies the correct budgets for a transaction that is submitted for budget
checking.

Use the Chartfield column, in the Keys and Translations section to insert each
chartfield to be used for the 'Default' ruleset.

These chartfields will be required when recording budget journals and source
transactions (e.g. purchase orders, vouchers, journal entries, etc.)
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Step Action

40. By translating source transactions to Commitment Control budgets, translation
trees provide a convenient way to budget at a high level while using detail-level
ChartFields in transactions.

Using trees, you set up a hierarchy of ChartField values, such as accounts, with all
of the budgetary-level values at the same level or even at more than one budgetary
level, e.g. if you have parent and child budgets that budget at different levels.

41. When you set up budget definitions, you enter the tree name and appropriate
budgetary level for each key ChartField.

The Commitment Control Posting process can then determine which ChartField
values are valid for budget journals, and how to roll source transaction ChartField
values up to those budgetary ChartField values for budget checking against the
appropriate budget.

You must have a tree for each ChartField that you use as a budget key and that
you want to translate.

The Budget Processor references the version of the tree that has the greatest
effective date that is before or equal to the budget definition's effective date that is
used to process a particular transaction.

The budget definition's effective date is based on the budget date that is specified
on each source transaction line.

42, Use the Tree Name and Level Name ficlds to map the transaction-level
chartfields to a higher-level budget chartfield.

If you do not intend to translate budget keys, clear the Tree Name and Level
Name fields.

You can limit the ChartField values that are valid for budgeting on the Control
ChartField page and the Excluded Account Types page.

Note: If you specify a tree and level, then valid values for budgeting include all
the tree nodes that are at or above the specified level (or rather, the indicated level
and all higher levels).

Valid values for source transactions at levels below the tree level that you specify
roll up to the specified level for budget checking.

43. If a Chartfield (e.g. Fund Code) has no associated Tree or Level but is a required
field, then any valid value that passes edits will process.

44. The Value Required field will determine how a transaction is processed during
budget checking.

In the Value Required ficld, the Account ChartField is required by default and
cannot be changed. All transactions require an Account.
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Action

45.

ChartField cannot be Optional or Not Required.

determine what happens if the ChartField is left blank:

specified definition.
this definition.

searches for budget rows that are associated with the othe
specified definition.

In the *Value Required column, the Account ChartField is Required by default
and cannot be changed. All transactions require an Account the Account

The following options are available for all other ChartFields. These options

* Required: A transaction fails budget checking if the ChartField is blank for the
* Not Required: The transaction passes but does not enter budget checking for

* Optional: The transaction enters budget checking and the Budget Processor

r ChartFields in the

< GL/KK Reports Budget Definitions

Conirol Budget Opiions || Ruleset Chartfield || Keys and Translations || Prior Year Adj ChariField || Budget Period Status || Control ChariField |

SefiD 09900 Ledger Group REVEST

Effective Date Find | View Al First (4 10f1 (2 Last

e r—] e

Definition Status Vaiid [i]

“Effective Date D101/1901 x5
*Description REVENUE ESTIMATE BUDGET DEFN

Ruleset Find | View A First (4 10r1 (b Last

“Ruleset DEFAULT ¥ pefaurt
Dl perive Dates

Personaiize | Find | View All| | B

Level Name
ALL_REV

Q [APPROP_YR

Q [APPROP

[lEnable Cumulative Budgeting
Calendar D[ |Q Cumutative Calendar Q
Fist (4 140f4 () Last

“Value Required

Keys and Translations

“ChartFiela Tree Name

Account 032_TRANS_ACCTREV &=
8 ==
a ==

N ra—

Required

Appropriation Year 032_TRANS_AY

Appropriation/PCA 032_TRANS_CLASS

Fund Code 032_TRANS_FUND @ [APPD_FUND

fSave ||[" Retwm toSearch | |[] Notity 4+ Add #] Include History |17 Correct History

Conirol Budget Options | Ruleset Chartfield | Keys and Translations | Prior Year Adj ChartField | Budget Period Stalus | Control ChartField | Offsets | Excluded Account Types

AQ v @

New Window | Help | Personalize Page | &

Step

Action

46.

Click the Prior Year Adj ChartField tab.
| Prior Year Adj ChariField |

47.

Budget Options page to establish beginning, ending and
budget.

The Expiration Chartfield defaults to the one you defined on the Control

expiration dates for a
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‘Control Budget Options || Ruleset Chartield || Keys and Translations || Prior Year Adj ChartField || Budget Period Status | [

SetlD 09900 Ledger Group REVEST
Effective Date Find | View All First ‘4 10f1 » Last
“Etrective Date 01011901 x5 *Status [Acive v HE
*Description REVENUE ESTIMATE BUDGET DEFN Definition Status Valid [i ]
Prior Year Adj Chartfield No Expiration ChartField Specified
[S/Save | [2 Return to Search [~ Notify b Add Update/Display ;‘] Include History A) Correct History

Control Budget Options | Ruleset Chartfisld | Keys and Translations | Prior Year Adj ChartField | Budget Period Stalus | Control ChartField | Offssts | Excluded Account Types

©
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New Window | Help | Personalize Page |

Step

Action

48.

Click the Budget Period Status tab.
|__Eudget Period Status |

49.

default to 'Open'.

The Budget Period Status is not used in CAPPS. The Budget Period will
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New Window | Help | Personalize Page |
Control Budget Options || Ruleset Chartfield || Keys and Translations || Prior Year Adj ChartField || Budget Period Status | B!
SetiD 09900 Ledger Group REVEST
Find | View Al First (4 1011 (0 Last
x5 *Status ==

scription [REVENUE ESTIMATE BUDGET DEFN

Definition Status Valid L]

Find | View Al First (0 10f1 0 Last
HE
Personaiize | Find |View Al @11 B Fist (1011 ® ast

Budget Status

H =

Save |[[5h Retum to Search _|[[] Noify 4 Add ] Include History  Comrect History

Control Budget Options | Ruleset Chartfisid | Keys and Translations | Prior Year Adj ChartField | Budget Period Stalus | Control ChartField | Offssts | Excluded Account Types

Step

Action

50.

Click the Show following tabs button.

Iz

51.

Click the Control ChartField tab.
| Control ChariField |

52.

The Control ChartField page is used to override and define budget options and
attributes for particular control ChartField values.

53.

In this scenario, the All Control Values checkbox on the Control Chartfield
page is checked.

When checked, it would enable all ChartField values for the control ChartField at
or above the tree level that you entered on the Keys and Translations page for
budgeting.

54.

To enable only certain control ChartField values for budget-checking purposes, do
NOT mark the All Control Values checkbox.

Then specify your control ChartField values in the ChartField Values grid on
this page.

55.

The Offsets page is not used in CAPPS. The Offsets default to 'Active'.
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¢ Control Budget Options.

New Window | Help | Personalize Page | =

@ [ Keys and Transiations || Prior Year Adj ChartField || Budget Period Status || Control ChartField [ Offsets || Excluded Account Types

SefiD 09900 Ledger Group REVEST

Effective Date Find | View Al First (* 10f1 2 Last

<63 “Status @

*Description [REVENUE ESTIMATE BUDGET DEFN Definition Status Valid [}

No Offsets Required

[F)save |[[" Retum to Search _||[=] Notity 4 Add L1 Include History | [ Comect History.

Control Budget Options | Ruleset Chartfield | Keys and Translations | Frior Year Adj ChartField | Budget Period Stalus | Control ChartField | Offssts | Excluded Account Types

Step

Action

56.

Click the Excluded Account Types tab.
|_Exn:lud ed Account Types |

57.

The Excluded Account Types page is used to specify the account types and
account value ranges to exclude from processing for this control budget definition.

58.

Select a SetID for which you want to exclude all accounts for an account type for
budget processing.

59.

In the Excluded Account Types section, select the Account Types that you want
to exclude from budget processing against this Commitment Control ledger group.

60.

In this scenario for the REVEST budget definition, Account Type R is the only
one included in the definition.

However, there may be some accounts in Account Type R that need to be
excluded from the control budget definition.

If so, list them in the Excluded Accounts section in the From Account and To
Account fields.

61.

You may include ranges of account values that would otherwise be excluded from
budget checking by listing them as exceptions.

Next to an Account Type, such as Assets or Liabilities, click the Exceptions link
to access the Exclude Account Type Exceptions page.

62.

Congratulations! You have successfully completed this lesson.
End of Procedure.
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Section 2 - Entering and Managing Budgets
Entering an Appropriation Budget

Procedure

In this lesson you will learn how to enter an Appropriation Budget.

¥ General Ledger a Q w ®

e
| Journal Transactions GL WorkCenter Tree Manager GL Configuration
—— -
Il [ 7 5
alfy 7 o
‘ wom A S
Budget i g i GL/KK Reports. CAPPS/USAS Integration
1
I y
iy o

[

USAS Pre Release

e — ————

Step Action

1. This lesson begins with a review of the existing budget details.
Click the NavBar button.
2. Click the NavBar button.
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Step Action

3. Click the Navigator button.
Navigator
4. Click the vertical scrollbar to scroll down.
5. Continue scrolling down until you locate the Commitment Control menu item.

Click the Vertical scrollbar.

6. Click the Commitment Control menu.
Commitment Control 5

7. Click the Review Budget Activities menu.
Review Budget Activities 3

8. Click the Budget Details menu.
Budget Details
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< General Ledger Budget Details

Budget Details
Enter any information you have and dlick Search. Leave fields blank for a list of all values
Find an Existing Value ‘

v Search Criteria

Business Unit: | =[v]| [p9900 x Q|
Ledger Group: | = [v] a

‘ Search Clear | BasicSearch [ Save Search Criteria

CAPPS Financials
EUT Course

A Qv @

New Window | Help | &

Step

Action

Click the Look up Ledger Group (Alt+5) button.

Ql

10.

Click the Appropriation Ledger Group link.
Appropriation Ledger Group

11.

Click the Search button.
Search
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New Window | Help | Personalize Page | &

Budget Detail Overview

Budget Inquiry Criteria

Select Budget Detail

©
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09900 APPROP \\7(% Q Q Q Q
Step Action

12. Enter the chartfield details.

Click in the Account field.

APPROP | Q
13. Enter "7300" into the Account field.

APPROP Q
14. Enter "0001" into the Fund Code field.

APPROP 7300 Q Q
15. Enter "13002" into the Appropriation/PCA field.

APPROP 7300 Q 0001 Q Q
16. Enter "2021" into the Appropriation Year field.

APPROP 7300 Q 0001 Q 13002 Q@ |:|
17. Click the Search button.

Search

18. Currently a budget has not been created. Next, you will enter one.
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19. Click the General Ledger button.
{ General Ledger
Step Action
20. Click the Budget Transactions tile.
Budget Transactions
iy
21. From the Budget Journals menu, you can access components that allow you to

manually enter budget journals to establish or change the budgeted amount for a
control budget. You can also choose to automatically generate parent budgets or
budget transfers from their associated child budget journals. The menu options
also include importing budget journals.
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Step Action

22. These are few of the primary Budget Journal processes:

Enter Budget Journals allows for the entry and adjustment of journals. You
enter

budgets and adjustments using journals much as you do in the General Ledger
journal process. Enter budget journals in the Enter Budget Journals component

Enter Budget Transfer component uses the same pages as the Enter Budget
Journals component,
it allows you to transfer money between budget.

Import Budget Journals allows you to import budget journals using an Excel
spreadsheet.

In this exercise, the focus will be on the 'Enter Budget Journals' process.

< General Leger Budget Transactions a Q » ®
~ New Window | Help | &
i Enter Budget Journals
Enter Budget Journals
<, Enter Budget Transfer
Find an Existing Value Add a New Value
> Import Budget Joumals

% Mark for Unposting Business Unit: (09900 Q

Journal ID: NEXT

Journal Date: | 07/06/2021

Find an Existing Value | Add a New Value

Step Action
23. Click the Activity Guide Navigation Area button.
24, The Business Unit defaults based on the value designated on the User
Preferences - Overall Preferences page during implementation.
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Step Action

25. The Journal ID is NEXT. This means that the next available Journal ID will be
assigned to this journal after it is saved.

26. The Journal Date defaults to the current date. This may be changed, if needed.

27. Click the Add button.

Add

< General Ledger

BudgetHeader | Budget Lines

Unit 09900

“Ledger Group Q|
Control ChartField
Budget Header Status  None

“Budget Entry Original

Parent Budget Options

Generate Parent Budget(s)
Use Default Entry Event

Parent Budget Entry

n Long Description

254 characters remaining

Alternate Deseription

150 characters remaining
‘ Save ‘ Notify Refresh

Budget Header | BudgetLines | Budget Errors

Budget Errors

Journal ID  NEXT

Budget Transactions

Date  07/06/2021

Fiscal Year Period
“Currency uso @
Rate Type Q

Exchange Rate 1.00000000 B

Cur Effdt 07/06/2021

Budget Type

Attachments (0)

Add

A Q>

New Window | Help | Personalize Page | &

Update/Display

@

Step Action

28. Click the Look up Ledger Group (Alt+5) button.

Ql

29. Click the Appropriation Ledger Group link.

Appropriation Ledger Group

30. Note that the system populates the Fiscal Year, Period, Control ChartField,
Rate Type, and Budget Entry Type fields automatically.
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Step Action

31. For budget entries that use the Enter Budget Journals component, the following
values are available in the Budget Entry Type field:

* Select Adjustment if this is an adjustment to an original budget amount.
* Select Original if this is a budget entry being made for the first time.

It is very important to limit security to authorized users who may enter the
original budget and adjustment entries, otherwise anyone with general security
access to this page may enter, adjust and transfer budget amounts.

32. Enter a meaningful description for this budget journal into the Long
Description field.

Enter "FY21 Budget Entry" into the Long Description field.
Long Description

33. Click the Budget Lines tab.
Budget Lines
34, Use the Budget Lines page to specify the ChartField values and dollar amounts

for each transaction.

After specifying the Budget Header and Budget Lines, you may use this page to
request journal processing.
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< General Ledger Budget Transactions aQ w @
New Window | Help | Personalize Page | B
Budget Header Budget Lines Budget Errors
Unit 09900 Journal ID NEXT Date 07/06/2021 Budget Header Status ~ None
“Process | Post Journal ﬂ Process
~ Lines
B Q 1101y
Chartfields and Amounts | | Base Currency Details | I1»
USAS
Delete Line Ledger SpeedType Account Fund Appn/PCA Appn Year DLT Required Transact
Code
o 1 APPROP_BUD Q Q a Q Q
<
Lines to add
P 4 = JoumalLine Copy Down From Line To Generate Budget Period Lines
n Totals
Total Lines 1 Total Debits  0.00 Total Credits 0.0
‘ Save ‘ Notify. Refresh Add Upd

Budget Header | Budget Lines | Budget Emors

Step Action
35. Enter "7000" into the Account field.
36. Enter "0001" into the Fund field.
37. Enter "13002" into the Appn/PCA field.
38. Enter "2021" into the Appn Year field.
39. Click the Horizontal scrollbar to access the Amount field.
Q 7000 Q. o001 Q13002 Q| 2021 x Q
<
40. Enter "1000000" into the Amount field.
41. Click the + button before the Save tree item.
| save. |
42. Notice the Journal ID changed from NEXT to 0000108427 after the original
journal was saved.
43. The journal is now ready to be posted.
The default processing action is Post Journal, so you do not need to choose a
different processing action.
44. Click the Process list.

Process | GRS @ L] ﬂ
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Step Action

45. The following are other Processing actions available:
* Budget Pre-Check: Performs the usual budget checking and edits when a
budget or transaction is posted, but it does so without committing changes to the

appropriate ledger records.

A "check-only" of budget entries is especially useful in the work-in-progress
stage of your budget development.

You may also process actuals transactions using the Budget Pre-Check option.

46. Note: When the *Process of Budget Pre-Check is selected, and then click the
Process button, the Budget Header Status will display 'Checked Only'. If there is a
problem with the Budget Pre-Check, the Budget Header Status will be 'Error'.

47. *Process field options (continued....)
* Copy Journal: Copies the current journal.

* Delete Journal: Deletes the current journal. Posted or unposted journals cannot
be deleted.

48. Process field options (continued....)

* Edit Chartfields: Edits to determine if the budget journal passes ChartField
validation and combination editing rules prior to posting. You may do
combination editing directly, without performing the posting process.

If the journal passes validation, the Budget Header Status will be Valid.
If there are problems with validation, the Budget Header Status will be Error.

Any errors found are reported on the Budget Errors page. The budget lines status
reflects lines that failed combination editing; however, the header status is not
updated. With proper security the posting process can later be run, and the edits
are performed again even if the preliminary Edit Chartfields is run.

49. You may create and post budget journals to the ledger specified in the journal
header.

Unlike with other budgeting methods, however, you do not directly update the
ledger balances table in CAPPS. Instead, the CAPPS posting process updates the
ledger table and retains the journal entry as an audit item.

As aresult, an audit trail is generated to record the original budget and subsequent
changes.
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Step Action
50. Process field options (continued....)
* Post Journal: This is the default value for the field. It initiates the Commitment
Control Posting process. The process edits the journal and, if the journal is valid,
posts it. The Budget Header Status will change to Posted.
Note: For reasons of efficiency, you may typically edit and post budget entry
journals in the background, using the Request Posting page.
* Refresh Journal: Refreshes the data on the page with data from the database.
You lose unsaved changes if you do a refresh.
51. Notice the Budget Header Status is None. This will change to Posted after the
Process button has been selected.
(e | Budget Transactions AQw : @®
New Window | Help | Personalize Page | =
Budget Header Budget Lines Budget Errors
Cony Joual "
Unit 09900 Journal ID 0000108427 Date EEIS‘I::‘CGNJ;‘\%:IS Budget Header Status  None
Prosess Refresh Journal frocess
¥ Lines
B Q 110f1[v]
Chartfields and Amounts Base Currency Details | Iy
USAS
Delete Line Ledger \ppn Year DLT Required Transaction Set Options Currency Amount
m] 1 APPROP_BUD 2021 Q Q Set Options usD Q| 1,00000000
<
“"es‘”“f 4 = JournalLine Gopy Down From Line To Generate Budget Period Lines
n Totals
Total Lines 1 Total Debits  0.00 Total Credits  1,000,000.00
‘ Save ‘ Notify. Refresh Add upd
Budget Header | Budget Lines | Budget Errors
< >
Step Action
52. Click the Post Journal list item.
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< General Ledger Budget Transactions

aQwv:®
New Window | Help | Personalize Page | &
BudgetHeader || Budget Lines || Budget Emors
Unit 09900 Journal ID 0000108427 Date 07/06/2021 Budget Header Status  None
RS s ouma———]] =R
~ Lines
B Q 1101y
Chartfields and Amounts | | Base Currency Details | II»
USAS
Delete Line Ledger \ppn Year DLT Required Transaction SetOptions  Currency Amount
(m] 1 APPROP_BUD 2021 Q Q Set Options usD Q| 1,000,000.00
<
Lines to add
P 4+ = JoumalLine Copy Down From Line To Generate Budget Period Lines
n Totals
Total Lines 1 Total Debits  0.00 Total Credits 1,000,000.00
‘ Save ‘ Notify. Refresh Add Upd

Budget Header | Budget Lines | Budget Emors

Step Action

53. Select the Process button after all lines have been entered.

The Process button will post the original Appropriation Budget journal. Once the

original Appropriation Budget journal is posted, additional budget lines cannot be
inserted.

Click the Process button to begin the posting process.
Process
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Step Action
54. Click the Yes button.
Yes
55. The Budget Header Status changed to Posted to indicate that the journal has
been posted.
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< Budget Transactions

Budget Header | Budget Lines | Budget Errors

Enter Budget Journals
Budget Header ‘ Budget Lines Budget Errors
Unit 09900 Journal ID 0000108427 Date 070612021 Errors Only
“Process | Gopy Journal v
~ Lines
5 Q
Chartfields and Amounts | | Base Currency Details | I
Line Ledger SpeedType Account Fund Appn/PCA
1 APPROP_BUD Q7000 0001 13002
<
From Line To
Totals
Total Lines 1 Total Debits  0.00
| save ‘ Return to Search Notify Refresh

©

Centralized Accounting and Payroll/ Personne System

A Qv ®

New Window | Help | Personalze Page | &
Budget Header Status  Posied
Process
110f1v]
AppnYear  DLT Required USAS Transaction Code Set Opti
2021 Set Op]
Generate Budget Period Lines
Total Credits 1,000,000.00
Add | Updatel
>

Step

Action

56.

no budget existed.

©)

Let's review the Budget Details page. Recall, prior to posting this budget entry,

Click the NavBar button.
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Step Action
57. Click the Recent Places button.
Recent Places
58. Click the Budget Details menu.
Budget Details
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< Budget Lines Budget Details

Budget Details
Enter any information you have and click Search. Leave fields blank for a lst of all values

Find an Existing Value

~ Search Criteria

Business Unit: | =[v]| 09900 x Q|
Ledger Group: | =[v] Q
[search | | Clear | Basicsearcn B save Search Critria

©

Centralized Accounting and Payroll'Personnel System

A Qv : @

New Window | Help | &

Step Action

59. Click the Look up Ledger Group (Alt+5) button.

Q

60. Click the Appropriation Ledger Group link.

Appropriation Ledger Group

61. Click the Search button.
Search
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Budget Detail Overview

New Window | Help | Personalize Page | £

Budget Detail Overview

Budget Inquiry Criteria

Select Budget Detail
Business Unit  LedgerGroup  Account Fund Code Appropriation/PCA  Appropriation Year  Budget Period

EUT Course

09900 APPROP S q] Q Q Q Q
Step Action

62. Enter "7000" into the Account field.

APPROP Q
63. Enter "0001" into the Fund Code field.

APPROP 7000 Q |
64. Enter "13002" into the Appropriation/PCA field.

APPROP 7000 Q 0001 Q | Q
65. Enter "2021" into the Appropriation Year field.

APPROP 7000 Q 0001 Q 13002 Q
66. Click the Search button.

Search

67. A budget for the specified chartfields was located.

Click the View Details link.

View Detail:
68. The budget is displayed.
69. Congratulations! You have successfully completed this lesson.

End of Procedure.
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Reviewing an Organizational Budget and Creating an Adjustment
Journal

Procedure

In this lesson, you will look up an existing Organizational Budget and then enter an adjustment

journal.

~ General Ledger

GL WorkCenter Tree Manager

CCAPPS/USAS Integration

Step Action
1. Click the NavBar button.

@
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Step Action

2. Click the Navigator button.

3. Click the Vertical scrollbar to scroll down and locate the Commitment Control
menu
4. Continue scrolling.

Click the Vertical scrollbar.

5. Click the Commitment Control menu.

Commitment Control
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Step Action
6. Click the Review Budget Activities menu.

Review Budget Activities

Click the Budget Details menu.

Budget Details

Budget Details

Budget Details
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
~ Search Criteria

Business Unit: | =[]/ [09900 x Q
Ledger Group: [ =[]

Q

[seren | | clear | Basic search B Save Search Griteria

New Window | Help | &

Step

Action

Click the Look up Ledger Group (Alt+5) button.

Q

10.

Click the Organization Ledger Group link.

Organization Ledger Group

Click the Search button.

Search
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< General Ledger Budget Detail Overview
Budget Detail Overview
09900 ORG \\704 Q Q Q Q a
Step Action
11. Enter "CONSUM" into the Account field.
ORG | Q
12. Enter "200" into the Department field.
ORG CONSUM Q Q | Q
13. Enter "2021" into the Appropriation Year field.
ORG CONSUM Q qQ 200 Q Q El
14. Click the Search button.
Search
15. Click the View Details link.
View Detail
16. Use the Commitment Control Budget Details page to view specific budget

details for a control budget and to specify budget detail search criteria.

Fields in the Ledger Amounts section are:

--Budget - allotment of funds for the given Appropriation Year (AY)
--Expense - Accounts Payable Level

--Encumbrance - Purchase Order Level

--Pre-Encumbrance - Requisition level
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Commitment Control Budget Details

Business Unit  Ledger Group
09900 orRG

Display Chart i/
Ledger Amounts
Budget
Expense:
Encumbrance:

Pre-Encumbrance:

Associate Revenue
Available Budget
Without Tolerance

With Tolerance
Budget Exceptions

Exception Emors 0

Return to Search Notify

©

Centralized Accounting and Payroll/ Personne System

Commitment Control Budget Details

Account Fund Dept
CONSUM 0003 200
Previous Next

150,000.00 USD
0.00 USD
0.00 USD

0.00 USD

000  USD

150000007 USD
150000005  USD

Exception Wamings 0

New Window | Help | Personalize Page | B

AppniPCA Appn Year
20214 2021

Return o Inquiry Criteria

Max Rows | 99999

Attibutes

e ]
Parent / Children

Ps 9 Assodiated Budgets
® )
® )

Percent  (100%)7

Percent (100%)4

Budget Exceptions

Step

Action

17.

Log page.

—

Notice the current budget is $150,000.

On the Budget line, click the Drill to Activity Log button to access the Active

18.

Notice one budget journal has been entered.
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Activity Log

Ledger ORG_BUD

Document ID Ref  Account Fund AppniPCA Appn Year

0000108456 CONSUM 0003 20214 2021 150,000.00

Step Action

19. Click the Horizontal scrollbar to scroll right.
20. The budget journal amount is $150,000 and it was the original entry.
21. Return to the left side of the grid.

Click the Horizontal scrollbar.

22. Click the OK button.
OK
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< General Ledger

Commitment Control Budget Details

Business Unit  Ledger Group
09900 orRG
Display Chart (]
Ledger Amounts
Budget:
Expense:
Encumbrance:

Pre-Encumbrance:

Associate Revenue

Available Budget
Without Tolerance

With Tolerance
Budget Exceptions

Exception Errors

Return to Search Notify

Account

CONSUM

Commitment Control Budget Details

Fund Dept
0003 200
Previous Next
150,000.00 USD
0.00 USD
0.00 USD
0.00 USD
000 USD
150000007 USD
150000005  USD
Exception Wamings 0

AppniPCA Appn Year

20214 2021

Return o Inquiry Criteria

Percent (100%)

Percent (100%)4

Budget Exceptions

New Window | Help | Personalize Page | B

Max Rows | 99999
Attributes

Parent / Children
Assodiated Budgets

System

Step

Action

23.

After checking the organizational budget amount, you will now enter an
adjustment journal to increase the budget amount by $25,000.
Click the General Ledger button.

< General Ledger
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v General Ledger

|| GL WorkCenter Tree Manager
=
| : =
1) HE
11 a

T
Budget Transactions Budget Configurations GLIKK Reports CAPPS/USAS Integration

o

et e

L ")-A
| USAS Pre Release

\!
) ! ° .
= | 3

\

Step Action

24, Click the Budget Transactions tile.

Budget Transactions

AL
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< General Ledger Budget Transactions

> Enter Budget Journals
Enter Budget Journals
42, Enter Budget Transfer

Find an Existing Value Add a New Value
= Import Budget Journals

, ) i Uigerety Business Unit: (09900 Q|
JournalID:  [NEXT

Journal Date:  |07/0612021 53]

Find an Existing Value | Add a New Value

©

Centralized Accounting and Payroll/ Personne System

a Qe i ®

New Window | Help | &

Step

Action

25.

Click the Activity Guide Navigation Area button.

26.

Click the Add button.
Add
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< General Ledger

‘ Budget Header

Budget Lines Budget Errors

Unit 09900
*Ledger Group “ Q
Control ChartField
Budget Header Status  None
Original v

*Budget Entry
Type

Parent Budget Options

Generate Parent Budget(s)
Use Default Entry Event

Parent Budget Entry
Type

Long Description

254 characters remaining

Altemate Description

150 characters remaining
Refresh

Save Notify

Budget Header | Budget Lines | Budget Errors

Budget Transactions

Joumal ID NEXT

Fiscal Year
“Currency usp Q@
Rate Type [
Exchange Rate
Cur Effdt 0710672021
Budget Type
Attachments (0)

1.00000000

CAPPS Financials

A Qv

New Window | Help | Personalize Page | B

Date  07/06/2021

Period

B

Add Update/Display

EUT Course

®

Step Action

27.
Q

Click the Look up Ledger Group (Alt+5) button.

28.

Organization Ledger Group

Click the Organization Ledger Group link.

29.

Click the Budget Entry Type list.

Budget Entry

Criginal

Type
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< General Ledger

Parent Budget Options

O Generate Parent Budget(s)
Use Default Entry Event

Parent Budget Entry
Type

Long Description

254 characters remaining

Altemate Description

150 characters remaining
‘ save ‘ Notify Refresh

Budget Header | Budget Lines | Budget Errors

Budget Transactions

Budget Header Budget Lines Budget Errors
Unit 09900 Joumnal ID  NEXT

“Ledger Group ORG Q Fiscal Year 2021

Control ChartField ~ Fund Code “Currency uso Q@
Budget Header Status Rate Type CRRNT @

“Budget Entry Original Exchange Rate 1.00000000
Type
Cur Effdt 0710622021

Budget Type  Expense

Attachments (0)

®

®

New Window

©

Centralized Accounting and Payroll'Personnel System

A Qw @

Update/Display

Help | Personaiize Page | &

Step Action

30. Original indicates this is an entry to create the original budget amount.

Adjustment

Click the Adjustment budget entry type since you are creating an adjustment
journal to increase the original organizational budget by $25000.

31. It is very important to limit security to authorized users who may enter the
original budget and adjustment entries, otherwise anyone with general security
access to this page may enter, adjust and transfer budget amounts.
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< General Ledger

CAPPS Financials

Budget Transactions

A Qv

EUT Course

®

New Window | Help | Personalize Page | &
Budget Header Budget Lines Budget Errors
Unit 09900 Joumnal ID  NEXT Date  07/06/2021
“Ledger Group ORG Q Fiscal Year 2001 Period 11
Control ChartField Fund Code “Currency usp Q@
Budget Header Status  None RateType  |CRRNT Q
*Budget Entry Adjustment ™ Exchange Rate 1.00000000 B
Type
Cur Effat 0710672021 =l
Parent Budget Options
O Generate Parent Budget(s) Budget Type  Expense
Use Default Entry Event
Attachments (0)
Parent Budget Entry 9]
Type
Long Description
] - b
254 characters remaining
Alterate Description
" ]
150 characters remaining
‘ save ‘ Notify Refresh Add Update/Display
Budget Header | Budget Lines | Budget Erors
Step Action

Description field.

Long Description

Enter "FY21 Budget Adjustment" into the Long Description field.

33. Click the Budget Lines tab to enter the budget lines for the adjustment journal.

L

34, Use the Budget Lines page to specify the ChartField values and dollar amounts
for each transaction.

After the Budget Header and Budget Lines are specified, use this page to request
journal processing.
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< General Ledger Budget Transactions

Budget Header Budget Lines Budget Errors

Unit 09900 Journal ID NEXT Date 07/06/2021 Budget Header Status ~ None

*Process | Post Joumal ™

~ Lines
B Q

Chartfields and Amounts | Base Currency Details |

Delete Line Ledger SpeedType Account Fund Dept Appn/PCA

[m] 1 ORG_BUD a |l Q| a Q a

<

Lines to add

1 + - From Line To Generate Budget Period Lines

Joumal Line Copy Down

Totals

n Total Lines 1

‘ Save ‘ Notify

Total Debits  0.00 Total Credits  0.00

Refresh

Budget Header | Budget Lines | Budget Errors

Appn Year

©

Centralized Accounting and Payroll/ Personne System

a Qe i ®

New Window | Help | Personalize Page | B

Process,

1-1 of 1[v]

Set Optior

Q Set Optios

Add Updal

Step Action

35. Enter "CONSUM'" into the Account field.

36. Enter "0003" into the Fund field.

37. Enter "200" into the Dept field.

38. Enter "20214" into the Appn/PCA field.

39. Enter "2021" into the Appn Year field.

40. Click the Horizontal scrollbar.

Q CONSUM Q 0003 Q 200 Q 20214 Q

<

2021 x Q Set Optio

41. Enter "25000" into the Amount field.

42. Click the Save button.
| save

43. After saving, the new adjustment Journal ID is assigned.

44, Click the Process list to display valid processing options.

PostJoumal [

Process
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Unit

Budget Header |

09900

Save Notify

System

Budget Header ‘ Budget Lines ‘ Budget Errors

Journal ID 0000108474

Refresh

Budget Lines | Budget Errors

Budget Transactions

Budget Pre-Check

v Lines
B Q
Chartfields and Amounts | | Base Currency Details | II»
Delete Line Ledger Dept
a 1 ORG_BUD 200
<
Lines to add
P 4+ = JoumalLine Copy Down
Totals
n TotalLines 1 Total Debits

a

0.00

AppniPCA Appn Year
20214 Q| 2021 aQ
From Line

CAPPS Financials
EUT Course

aQ v ®
New Window | Help | Personalize Page | &
Budget Header Status ~ None
Process
11 of 1]
SetOptions  Currency Amount
SetOptions | USD Q| 2500000
Generate Budget Period Lines
Total Credits  25,000.00
Add Updal
>
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Step Action

45. Choose from the following options:

* Budget Pre-Check - enables the journal to be run through the Budget Processor.
However, the Budget Processor will only check the journal - it will not reserve the
funds. This option appears only when General Ledger is enabled for Budget Pre-
Check within the Commitment Control Installation Options.

If you select Budget Pre-Check, and then click the Process button, the Budget
Header Status will be Checked Only. If there is a problem with the budget pre-
check, the Budget Header Status will be Error.

* Copy Journal - enables users to copy this journal to a new journal.
* Delete Journal - enables users to delete this journal.

* Edit ChartField - enables users to check if the journal has any ChartField-
related errors. If the journal passes validation, the Budget Header Status will be
Valid. If there are problems with validating the edits, the Budget Header Status
will be Error.

* Post Journal - enables users to post this journal. If there are no errors, the
Budget Header Status will be Posted.

* Refresh Journal - enables users to retrieve this journal from the database to the
page again.

Click the Post Journal list item.

46. Notice the Budget Header Status is None.
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Budget Transactions

New Window | Help | Personalize Page | &
Budget Header [ Budget Lines H Budget Errors
Unit 09900 JournalID 0000108474 Date  07/06/2021 Budget Header Status None
~ Lines
B Q [T ‘14:.11‘ > M
Chartfields and Amounts H Base Currency Detalls ‘u»
Delete  Line Ledger Dept AppniPCA | Appn Year SetOptions  Currency Amount
O 1 ORG_BUD [znn Q] [znzu Q] [2n21 Q] “ Set Options ][USD Q] [25,nnoon ]
<
Lines to add

4 = JoumalLine Copy Down From Line D To D Generate Budget Period Lines

Totals

Total Lines 1 Total Debits  0.00

O ) (oo

Budget Header | Budget Lines | Budget Errors

Total Credits  25,000.00 ‘

Step Action

47. Click the Process button.

Process

Are you sure that you want to post this journal? (5010,45)

TR
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Step Action
48. Click the Yes button.

Yes

49. Notice the Budget Header Status is now Posted instead of None.

< Budget Transactions

Enter Budget Journals A Qv i 0o
New Window | Help | Personalize Page |
Budget Header Budget Lines Budget Errors
Unit 09900 Journal ID 0000108474 Date 07/06/2021 Errors Only Budget Header Status  Posted
“Process | Copy Journal v Process.
~ Lines
5 Q 11 0f1[] i
Chartfields and Amounts | | Base Currency Details | Il
Line Ledger SpeedType Account Fund Dept AppniPCA Appn Year Set Options. Currency ‘Amount
1 ORG_BUD Q CONSUM 0003 200 20214 2021 Set Options usb 25,000.00f
<
From Line To Generate Budget Period Lines
Totals
Total Lines 1 Total Debits .00 Total Credits  25,000.00
| save ‘ Return to Search Notify Refresh Add UpdatelD]
Budget Header | Budget Lines | Budget Errors
< >

Step Action

50. To verify that the adjustment entry was posted and that it increased the
Organizational Budget by $25000, click the NavBar button.

©)
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Step Action
51. Click the Recent Places button.
Recent Places
52. Click the Budget Details menu.
Budget Details
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< Budget Lines Budget Details

Budget Details
Enter any information you have and click Search. Leave fields blank for a lst of all values

Find an Existing Value

~ Search Criteria

Business Unit: | =[v]| [pos00 x Q|
Ledger Group: | =[v] Q
[search | | Clear | Basicsearcn B save Search Critria

©

Centralized Accounting and Payroll'Personnel System

A Qv : @

New Window | Help | &

Step Action
53.

Click the Look up Ledger Group (Alt+5) button.
Q

54. Click the Organization Ledger Group link.

Organization Ledger Group

55. Click the Search button.

Search
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Budget Detail Overview

Budget Detail Overview

Budget Inquiry Criteria

Select Budget Detail
Business Unit Ledger Group  Accoun it Fund Code iati A iation Year Budget Period

09900 ORG Q| Q Q Q Q Q

Return to Search Notify.

Step Action

56. Enter "CONSUM" into the Account field.
ORG Q
57. Enter "0003" into the Fund Code field.
ORG CONSUM Q | Q
58. Enter "200" into the Department field.
ORG CONSUM Q 0003 Q Q
59. Enter "20214" into the Appropriation/PCA field.
ORG CONSUM Q 0003 Q 200 Q |:|
60. Enter "2021" into the Appropriation Year field.
ORG COMSUM Q 0003 Q 200 Q 20214 Q
61. Click the Search button.
Search
62. Click the View Details link.
View Detail
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Step

Action

63.

The Organizational Budget is displayed.

Notice the Budget increased by $25000 from $150,000.00 to $175,000.00 as a
result of the adjustment journal that you posted.

< Budget Lines

Commitment Control Budget Details

Commitment Control Budget Details

New Window | Help | Personalize Page | &I

Business Unit  Ledger Group Account Fund Dept AppniPCA Appn Year
09900 ORG CONSUM 0003 200 20214 201
Display Chart i) Previous Next Retumn 1o Inquiry Criteria
Ledger Amounts
Max Rows | 99999
Attribut
Budget 175,000.00 USD ® hutes
Parent / Children
Expense 0.00 USD Ps Associated Budgets
Encumbrance: 0.00 USD Ps
Pre Encumbrance: 0.00 USD &
Associate Revenue 000 USD
Available Budget
Without Tolerance 175,000,005 usD Percent (100%)
With Tolerance 175000005  USD Percent (100%) 2

Budget Exceptions

Exception Emrors 0

Return to Search Notify.

Exception Wamings 0

Budget Excepfions

Step

Action

64.

the budget.

—

Next to the Budget, click the Drill to Activity Log button to see all the lines on

65.

On the Activity Log page, the original Organizational Budget journal
(0000108456) is displayed on the first line.

The adjustment journal you entered (0000108474) is displayed on the second line.
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Commitment Control Budget Details

< Budget Lines

New Window | Help | Personalize Page | &
Commitment Control Budget Details

Business Unit  Ledger Group Account Fund Dept AppniPCA Appn Year
09900 ORG CONSUM 0003 200 20214 2021
Display Chart [ ] Previous Next Retumn o Inquiry Criteria
Ledger Amounts
Max Rows | 99999
1 Activity Log x
B Help A
i Ledger  ORG_BUD
Bl Activity Log
B Q
T DIETE Document ID ety Account Fund Dept Appn/PCA  Appn Year Yenr| Period| Foreign Amount |FY
Label Bdgt? PP PP! 9 Cu
A
Q% 2 Journal ID: 0000108456 N CONSUM 0003 200 20214 2021 2021 10 150,000.00 Vs
Q% 1 Journal ID: 0000108474 N CONSUM 0003 200 20214 2021 2021 1 25,000.00 US
Bi
L. 0K |
v
D < >

Step

Action

66.

Click the Horizontal scrollbar.

67.

The original budget amount and the adjustment amounts are displayed on different
lines.

Notice the Budget Entry Type column indicates which line is the original and
which is the adjustment.

68.

Click the Horizontal scrollbar.

69. Click the OK button.
OK
70. Congratulations! You have successfully completed this lesson.

End of Procedure.

Reviewing, Editing and Clearing a Budget Error

Procedure

In this lesson, you will add a line to a budget journal, post the journal, check for budget errors,
and clear the error.
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Step Action
1. Click the NavBar button.
®
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Step Action
2. Click the Navigator button.
Mavigator
3. Click the Vertical scrollbar to scroll down and locate Commitment Control.
4. Click the Commitment Control menu.
Commitment Control b
5. Click the Review Budget Check Exceptions menu.

Review Budget Check Exceptions
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Step Action

6. Click the General Ledger menu.

General Ledger %

7. Click the Budget Journal menu.

Budget Journal

< Employee Self Service Budget Journal a Q * @

New Window | Help
Budget Journal

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
~ Search Criteria

Commitment Control Tran ID: | begins witn[~]| |

Commitment Control Tran Date: | = ~ =
Business Unit: -V 09900 Q
Journal ID: begins with | Q
Journal Date: = ~ =
Process Instance: - vl
Process Status: - > ~

| seareh || clear | asicsearcn & save searcn Giteria

Step Action

8. Use the Process Status to locate journals with errors.

Click the Process Status list.
Process Status: = ﬂ ﬂ
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< Employee Self Service

Budget Journal

Enter any information you have and click Search. Leave fields blank for a list of al values

Find an Existing Value
~ Search Criteria
Commitment Control Tran ID: | begins with[+]

Commitment Control Tran Date: | =

Business Unit 09900 Q
Journal ID begins with|~| Q
Journal Date: B v
Process Instance: - ~
Process Status: - v

Clear | Basic Search [ save s¢f

Unrecorded Errors Exist

Budget Journal

CAPPS Financials
EUT Course

A Qv

New Window | Help | &

Step

Action

| Errors Exist

Click the Errors Exist list item.

< Employee Self Service

Budget Journal

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

¥ Search Criteria

Commitment Controt Tran ID: | begins with 9]

Commitment Control Tran Date: | =

Business Unit: 09900
Journal 1D begins with ]

Journal Date: = ™~

Process Instance: - ~

Process Status: EEN]

Clear | Basic Search [ Save Search Ciiteria

Budget Journal

Qv

New Window | Help | &
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Step Action

10. Click the Search button.
searcn

11. Journal 0000108741 has errors.

12. It appears that a chartfield was used on the journal that did not match values at the
tree level specified for the Appropriation Ledger.

¢ Employee Self Service Budget Journal a Q w ®

New Window | Help | Personalize Page

Budget Journal Exceptions | | Budget Line Exceptions
Business Unit 09900 Journal 1D 00001084717 Journal Date 062372021
“Exception Type ]Em_ﬂ} Override Transaction L " =]
Maximum Rows | 100 More Budgets Exist
Search Advanced Budget Criteria

Budgets with Exceptions

B Q 1-10f1[v] | View Al
Budget Override || Budget Chartfields | [l
Details  BusinessUnit  LedgerGroup  Exception More Detail resice Transter
' ® 09900 APPROP CF Value not at Tree Level More Detail GoTo.. A
| save || Retrntosearcn Notify

Budget Joumal Exceptions | Budget Line Exceptions

Step Action

13. Click the More Detail link.
dore Detail

14. Refer to the Appropriation Budget Definition to identify the appropriate tree
level and choose a value from that level.
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Explain

Message:
Value 20214, for Chartfield CLASS_FLD is not in the tree at the correct level

Description:

Step Action
15. Click the Return button.

< Employee Self S¢ Budget Journal

New Window | Help | Personalize Page | &

Budget Journal Exceptions. H Budget Line Exceptions

Jourmal Date  08/23/2021

L] L

Business Unit 09900 Journal ID 00001084713

“Exception Type [ Override Transaction
Maximum Rows [ More Budgets Exist

Advanced Budget Criteria

Budgets with
5 Q Mo« YoM | ViewAl
Budget Override || Budget Chartfields | [l
’ Override
[ e [ [ [ o T
1 LY 09900 APFROP CF Value not at Tree Level More Detail o GoTo

e

Budget Joumal Exceptions | Budget Line Exceptions.
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Step Action

16. Once you have identified the correct chartfield, the journal will need to be
updated.

Click the NavBar button.

g

Step Action
17. Click the Navigator button.
Mavigator
18. Click the Back: Review Budget Check Exceptions button.
€
19. Click the Back: Commitment Control button.
&
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Step Action

20. Click the Budget Journals menu.
Budget Journals p
21. Click the Enter Budget Journals menu.

Enter Budget Journals

< Budget Journal Exceptions Enter Budget Journals

Enter Budget Journals

Find an Existing Value Add a New Value

Business Unit: [pss00 Q|
JoumalD:  [NEXT

Journal Date: |06/23/2021

Add

Find an Existing Value | Add a New Value

Step Action

22. Click the Find an Existing Value tab.

Find an Existing Value

23. Click the Budget Header Status list.
Budget Header Status: | = ﬂ ﬂ
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< Budget Journal Exceptions Enter Budget Journals

Enter Budget Journals

Enter any information you have and click Search. Leave fields blank for a list of al values
Find an Existing Value || Add a New Value

~ Search Criteria

Business Unit 03900 Q
Journal ID begins with [v]

Journal Date: - M

UnPost Sequence: = v

Budget Header Status: | = v

Description: begins with v

User ID: begins with [v]

Ocase sensitive

) [corr | mssicssaen 5 save somen crtera

Find an Existing Value | Add a New Value

Centralized

A Qv

New Window | Help

=

ay!

System

Step Action

24. Click the Error list item.
Error

< Budget Journal Exceptions Enter Budget Journals
Enter Budget Journals
Enter any information you have and click Search. Leave fields blank for a st of al values.
Find an Existing Value | | Add a New Value

~ Search Criteria

Business Unit 08900 a
Journal ID: begins with[v]

Journal Date: = [~
UnPost Sequence: = [9]

Budget Header Status: | = 12}

Description: begins with[v/]

user ID: begins with|v| | TXTESTENCOT aQ

Olcase sensitive

e || clor | oS save s e

Fing an Existing Value | Add a New Value

Qv

New Window | Help

]
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Step Action

25. Click the + button before the Search tree item.
Search

< Budget Jour Enter Budget Journals A Q=
Help | Personalize Page | &
BudgetHeader || BugetLines || BudgetErmors
Unit 09900 Jourmal D 0000108471 Date 0612372021
“Ledger Group PGAER Fiscal Year 2021 Period 10 Add DLT Comments
Control ChartField Fund Gode “Currency uso @ USAS Process Status N
USAS Processing Date
Budget Header Status  Emor Rate Type CRRNT Q@
USAS Document Number

“Budget Entry Adjustment ] Exchange Rate 100000000 =) USAS sent Date

P— 062312021
Parent Budget Options
Generate Parent Budget(s) BudgetType  Expense
Use Default Entry Event
Attachments (0)
Parent Budget Entry “
Long Description _
2
172021
248 characters remaining
Atternate Description
fe
150 characters remaining
| save || Retrntosearcn Notity || Refresh Add | UpdateiDisplay

Budget Header | Budget Lines | Budget Errors

Step Action

26. Click the Budget Lines tab.

Budget Lines

27. Notice the journal's status is Error.
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< Budget Journal Exceptions Enter Budget Journals ﬁ C{ A\ o i @
New Window | Help | Personalize Page
Budget Header || BudgetLines || Budget Ermors
Unit 09900 Journal ID 0000108471 Date 0612372021 [ Errors only Budget Header Status  EfTor
*Process | Post Joual ~ Process
v Lines
5 Q 1101 View All
Chartfields and Amounts || Base Cuency Detais | 11>
usas
Delete  Line Error Ledger SpeedType Account Fund AppniPCA Appn Year DLTRequied  Transact
Code
o 1 x APPROP_BUD Q 7000 Q| o001 Q20212 Q| |2021 Q
< >
Lines to add
4 = JoumalLine Gopy Down From Line To Generate Budget Period Lines
Totals
Total Lines 1 Total Debits 000 Total Credits 100,000.00
[ save || Rewmitosearen || Noty || Rotresn Add | Update/isplay
Budget Header | BudgetLines | Budget Emors
< >

Step

Action

28.

Locate and update the appropriate chartfields.

Double-click in the Appn/PCA field.

20214 a

29.

Enter "13002" into the Appn/PCA field.

30.

Click the Save button.
Save

31.

The budget journal status changed to None. The journal will need to be posted.

32.

Click the Process button.
Process

33.

Click the Yes button.
Yes |

34.

The journal was successfully posted after updating the Appn/PCA field with a
valid value.

35.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Copying a Budget Journal

Procedure
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In this lesson, you will copy a Budget Journal.

Budget Configurations GLIKK Reports CAPPS/USAS Integration

-

o il g

Step Action

1. Click the Budget Transactions button.

From the General Ledger dashboard, click the Budget Transactions tile.
Budget Transactions

e
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< General Ledger Budget Transactions AQw : @

- Enter Buaget Journais
Enter Budget Journals

) Enter Budget Transfer
Find an Existing Value || Add a New Value

 Import Budget Journals

% Mark for Unposting Business Unit: [p9900  Q ‘

Journal ID:  [NEXT

Journal Date: |06123/2021
Add

Find an Existing Value | Add a New Value

@
Step Action
2. Click the Activity Guide Navigation Area button.
3. Click the Find an Existing Value tab.

Find an Existing Value

4. The Business Unit field is automatically populated based on your security.

You may also enter a Business Unit or click on the Look Up Business Unit (Alt
5) button to select a business unit.

In this example, accept the default Business Unit.

5. Click the Journal ID list.
Journal ID: begins with|v |
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Find an E:

~ Search Criteria

Business Unit:

Journal ID:

Journal Date:

UnPost Sequence:

Description:

User

[cCase Sensitive

Search || Clear

Find an Existing Value |

Budget Header Status:

Enter Budget Journals

Enter any information you have and click Search. Leave fields blank for a list of al values

ting Value | | Add aNew Value

09900

begins witn[]

begins viith|v| | TXTESTFNCO1

Basic Search & save Search Criteria

Add a New Value

CAPPS Financials

Q w

New Window

Help

EUT Course

®

Step

Action

Click the contains list item.
contains

Find an E:

¥ Search Criteria

Business Unit:

Journal ID:

Journal Date:

UnPost Sequence:

Budget Header Status:

Description:

User

[ICase Sensitive

Search || Clear

Find an Existing Value |

Enter Budget Journals

Enter any information you have and click Search. Leave fields blank for a list of all values.

ting Value | | Add a New Value

09900

begins with| V]

begins win[v]| [TxTESTFNCO1

Basic Search [ save Search Criteria

Add a New Value

Qv

New Window

Help

®
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Step

Action

Enter "108462" into the Journal ID field.

v

Journal 1D; contains

Click the Search button.
Search

Click the FY2020 Budget link.
-Y 2020 Buaget

< General Ledger Budget Transactions AQw O
New Window | Help | Personalize Page | [E
BudgetHeader | Budgetlines | BudgetEnors
Unit 00800 JournalID 0000108462 Date  09/0122019
Ledger Group ORG Fiscal Year 2020  period 1
Control ChartField  Fund Gode Currency usp
Budget Header Status  Posted Rate Type GRRNT
Budget Entry Type Original Exchange Rate 1.00000000 [
CurEffat 0910112019
Parent Budget Options
BudgetType  Expense

¥ Generate Parent Budget(s)
Use Default Entry Event
fttachmenis {0}

Parent Budget Entry Type griginai

Long Description &
FY2020 Budget
241 characters remaining
Alternate Description &
150 characters remaining
Add Update/Display

[0 | oo soaen | [y | [ omonn

Budget Header | Budget Lines | Budget Errors

Step

Action

10.

Click the Budget Lines tab to review the budget lines.

Budget Lines

11.

Note the Journal ID of the existing journal you are going to copy.

12.

Since the existing journal's Budget Header Status is Posted’, the Process option
field defaults to Copy Journal.
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< General Ledger Budget Transactions AQw : @
New Window | Help | Personalize Page | i
Budget Header || BudgetLines || Budget Erors
unit 08900 Journal D 0000108462 Date 09012019 Errors Only Budget Header Status  Posted

*Process J[STTRTE] Process

~ Lines

5 Q 1-10f1[v] View All

Chartfields and Amounts || Base Cutency Detaiis | Il
Line Ledger SpeedType Account Fund  Dept AppniPCA Appn Year SetOptions  Currency Amount
1 ORG_BUD Q  consum 0003 200 20214 2020 Set Options. usD
< >
From Line To Generate Budget Period Lines
Totals
n Total Lines 1 Total Debits 0.00 Total Credits 000

[ save || Rewmtosearcn || wotity || Refresn Add | | Updatemispiay

Budget Header | Budget Lines | Budget Errors

Step Action

13. To copy the existing journal to a new journal, click the Process button.
Process

14. An asterisk (*) next to a field indicates a required field. If you try to save the page
before entering data into a required field, the field will turn red and an error
message will appear on the page.

15. Notice the New Journal ID is NEXT. Your new journal will be assigned the next
Journal ID when it is saved.

If needed, you can change the New Journal Date.
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Budget Journal Copy

“New Journal ID [NEXT  x
*New Journal Date |06/23/2021
Currency Effective Date

Journal Date  09/0172019

Step Action

16. Click in the New Journal Date field.
New Journal Date [06/23/2021

17. Enter "09012020" into the New Journal Date field.
New Journal Date [ 06/23/2021 ]

18. Click the OK button.
DL O
19. The new journal appears. You can proceed with making any edits necessary.
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< Budget Transactions Enter Budget Journals a Qv i @

New Window | Help | Personalize Page

Budget Header ‘ Budget Lines ‘ Budget Errors
unit 09900 Journal ID 0000108473 Date 09/01/2020 Errors Only Budget Header Status  None
*Process | RN v [ Process
~ Lines
H Q 110f1[v] View All
Chartfields and Amounts || Base Currency Details | I
Delete Line Ledger SpeedType Account Fund Dept AppniPCA Appn Year setoptions  Currc
o 1 ORG_BUD Q  consum Q| joooa Q200 Q| 20214 Q| |2020 Q Set Options. usD
< >
Lines to add
P 4 —  Joumal Line Copy Down From Line To Generate Budget Period Lines
Totals
Total Lines 1 Total Debits  0.00 Total Credits  0.00
| save | | Rewmtosearcn || Moty || Refresh Add | UpdateDisplay

Budget Header | BudgetLines | Budget Errors

Step Action

20. Double-click in the Appn Year field.
2020 Q

21. Enter "2021" into the Appn Year field.

22. Click the Journal Line Copy Down link.
Journal Line Copy Down
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Journal Entry Copy Down Option x

Deselect All

Help

4« 1616
T

Label Text Copy Down

USAS Transaction Gode =

L-SIR SE CR SR Y E B

& ®

B B & &

Step Action

23. You want to copy all of line 1 details to line 2, except for the department code.

Select Dept checkbox to deselect it.
Dept | bl

24. Click the OK button.
N

Page 106



©

Centralized Accounting and Payroll/Personnel System

CAPPS Financials
EUT Course

< Budget Transactions Enter Budget Journals a Q » @
New Window | Help | | Personalize Fage
Budget Header Budget Lines. Budget Errors
unit 09900 Journal 1D 0000108473 Date 081012020 Errors Only Budget Header Status  None
*Process | Post Journal [v] Process
¥ Lines
H Q 1-1of1[v] View All
Chartfields and Amounts Base Currency Details i»
Delete Line Ledger SpeedType Account Fund Dept Appn/PCA Appn Year Set Options Curre
a 1 ORG_BUD a CONSUM Qo003 200 Q20214 Q| 2021 Q Set Options usD
< >
Lines to ada
1 + —  [ioumai Line Copy Dowr From Line To Generate Budget Period Lines
Totals
Total Lines 1 Total Debits  0.00 Total Credits  0.00
| save | | Rewm o searcn Notify Refresh Add Update/Display
Budget Header | Budget Lines | Budget Emors
.
Step Action
. .
25. Click the Insert Lines button.
26. Update the Dept code for line 2.
" " .
Enter "100" into the Dept field.
27. Click the Speed Type object.
Q  consum Q o003 Q200 Q20214 Q2021 Q Set Options usD
Q  CcoNsuM Q o003 Q (100 x Q| 20214 Q20 Q Set Options usp
< [ >

28.

For line 1, enter "2000" into the Amount field.

29.

For line 2, enter "3500" into the Amount field.

30. Click the Save button.

Save

31.

The journal must be posted once all of the edits have been made.

Notice, Post Journal is the default processing status.

32. Click the Process button.

Process
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Step Action
33. A confirmation message appears.
Click the Yes button.
e
34, Confirm the budget status is Posted.
35. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 3 - Budget Checking
Procure-to-Pay Budget Checking

Procedure

In this lesson, you will navigate through the Procure-to-Pay and see its impact on the
Commitment Control budget.

A1

T
Budget Transactions. Budget Configurations GLIKK Reports CAPPS/USAS Integration

e | & 4id

—
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Step Action

1. Budget changes will be displayed as the amount is budget-checked through the
ledgers: Pre-Encumbrance, Encumbrance and finally the Expense ledger.

Let's walk through this process starting with viewing the Budget details.

Click the NavBar button.

©)

NavBar &%)

Step Action
2. Click the Navigator button.
Mavigator
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Step Action

3. Click the Vertical scrollbar and scroll down to locate the Commitment Control
menu.
4. Continue scrolling down.

Click the Vertical scrollbar.

5. Click the Commitment Control menu.
Commitment Control 5

6. Click the Review Budget Activities menu.
Review Budget Activities 5

7. Click the Budget Details menu.
Budget Details
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< General Ledger

Budget Details

Enter any information you have and click Search. Leave fields blank for a lst of all values
Find an Existing Value

~ Search Criteria

Business Unit: | =[v]| [03200 x Q|

Ledger Group: | =[v] Q

[ search || Clear | pasic searc

Budget Details

CAPPS Financials
EUT Course

A Qv : @

New Window | Help | &

Step Action

Q

The first task is to find the Commitment Control Budget Details and review the
Pre-Encumbrance, Encumbrance and Expense amounts so you can see how they
are impacted later by a requisition, purchase order and payment.

Click the Look up Ledger Group (Alt+5) button.

9. Click the Organization Ledger Group link.

Organization Ledger Group

10. Click the Search button.

Search
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< General Ledger Budget Detail Overview

Budget Detail Overview

Budget Inquiry Criteria

Select Budget Detail
Business Unit  Ledger Group Accoun it Fund Code iati A iation Year  Budget Period

03200 ORG Q a Q Q Qa Q

Return to Search Notify.

Step Action
11. Enter "CONSUM" into the Account field.
ORG Q
12. Enter "2021" into the Appropriation Year field.
ORG CONSUM Q Q Q Q Q
13. Click the Search button.
Search
14. Click the View Details link.
View Detail
15. The Commitment Control Budget Details page is displayed.
16. The Expense Ledger is impacted when a voucher is entered and budget-checked
in Accounts Payable.
17. The Encumbrance Ledger is impacted when a Purchase Order is budget-checked
in Purchasing.
18. The Pre-Encumbrance Ledger is impacted when the requisition is budget-
checked in Purchasing.
19. Review the Expense, Encumbrance and Pre-Encumbrance amounts.
Notice the pre-encumbrance (requisition) has a balance ($1250) and the expense
and encumbrance are both zero.
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< General Ledger Commitment Control Budget Details
New Window | Help | Personalize Page | B
Commitment Control Budget Details
Business Unit Ledger Group Account Fund Dept AppniPCA Appn Year
03200 ORG CONSUM 0003 200 20214 2021
Display Chart [ ] Previous Next Retumn o Inquiry Criteria
Ledger Amounts
Max Rows | 99999
Attribut
Budget 300,000.00 USD e 4 e
Parent / Children
Expense: 0.00 USD ® a Assodiated Budgets
Encumbrance: 0.00 USD @ 3
Pre Encumbrance: 125000 USD S Y
Associate Revenue 0.00 usD
Available Budget
Without Tolerance 298750.007  USD Percent  (59.58%)7
With Tolerance 298750.00%  USD Percent  (99.58%)
Budget Exceptions
Exception Errors 0 Exception Wamnings 0 Budget Exceptions
Return to Search Notify
< >
Step Action

20.

You can use the Activity Log page review a list of transactions that make up the
balance.

Click the Drill to Activity Log button.

=3

21.

Notice, there are two requisitions, requisition #593 and #596 that are included in
the pre-encumbrance balance of $1250.

Both of the requisitions have been approved and budget checked. CAPPS pre-
encumbers the requisition amount during the budget checking process.
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Activity Log

Ledger ORG_PRE
[] Display open pre-encumbrances only
Activity Log
Q

ran Line  Dogument Document ID o Account un AppniPCA

Requisition ID: 0000000593 CONSUM 20214

Requisition ID: 0000000596 CONSUM 20214

Step Action

22. Click the Horizontal scrollbar to scroll right.

- > |
23. The first requisition is for $250 and the second requisition is for $1000.
24, Return to the left side of the grid.

Click the Horizontal scrollbar.

: _
25. Click the OK button.

OK
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< General Ledger

Commitment Control Budget Details

Business Unit  Ledger Group
03200 orRG

Display Chart (]
Ledger Amounts
Budget
Expense:
Encumbrance:

Pre-Encumbrance:

Associate Revenue

Available Budget

Without Tolerance

With Tolerance
Budget Exceptions

Exception Errors

Return to Search Notify

Account

CONSUM

Commitment Control Budget Details

Fund Dept
0003 200
Previous Next
300,000.00 USD
0.00 USD
0.00 USD
1.250.00 USD
000 USD
298750.007  USD
298750007  USD
Exception Wamings 0

AppniPCA
20214 2021

Return o Inquiry Criteria

Percent  (99.56%) 7

Percent  (99.58%)

Budget Exceptions

Appn Year

CAPPS Financials
EUT Course

New Window | Help | Personalize Page | B

Max Rows | 99999
Attributes

Parent / Children
Assodiated Budgets

Step

Action

26.

Click the Home button.

Next, you will navigate to the Manage Requisition page to view the individual
'source' transactions and the pre-encumbered amounts.
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v General Ledger

~ Joumal Transactions || GL WorkCenter Tree Manager
h

Budget Transactions Budget Configurations GLIKK Reports CAPPS/USAS Integration

o

et e

)
-
| USAS Pre Release

a |
|

P A
: S

Step Action

27. Click the General Ledger drop down.

28. Scroll down and locate the Purchasing dashboard.

Click the Vertical scrollbar.

Employee Self Service A

Manager Self Service

Travel and Expenses

General Ledger

Project Costing LY
29. Click the Purchasing menu.
Purchasing
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Step

Action

30.

Requisition

Click the Requisition tile.

31.

entering requisitions.

was #596.

The Manage Requisition page is used by individuals who are responsible for

Recall that one of the two requisitions included in the pre-encumbrance balance

Notice the Budget Status is Valid. This means that the budget has been checked
to see if there is enough money to pay for this $1,000 requisition.

< Purchasing
£ ePro Manage Requisitions

i ePro Create Requisitions

Manage Requisitions

~ Search Requisitions

[ Non-ePro Add/Update Req

Business Unit

# Budget Check

Requisition ID
£F Requester's Workbench Date From | 040712021
= Requisition Inquiry Requester

[ Document Status
(@ Accaunting Entries

)| Change History Requisitions @

Clear

Q

o @ o

Requisition

To locate requisitions, edit the criteria below and click the Search button.

Requisition Name

Request State

Date To

Entered By

Show Advanced Search

To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID

n 0000000596

0000000595
0000000594
0000000593
0000000592
0000000591
0000000590
0000000589
0000000588
0000000587
0000000586

0000000585

Requisition Name

SMPL Trans 4

Sample Transaction 1

Sample trans

Misc ltem Request 21

Misc ltem Request

test

office supplies 2

Office Supplies 2

Office Supplies 2

Office Supplies 2

Office Supplies 2

Office Supplies 2

BU

09900

09900

09900

09900

09300

09900

09900

09900

09900

09900

09900

09900

Date

07/06/2021

07/06/2021

0612412021

0612412021

061232021

0610912021

06/09/2021

06/09/2021

061092021

06/09/2021

06/09/2021

061092021

Request State

Approved

Approved

Approved

Approved

Approved

Pending

Pending

Pending

Pending

Pending

Pending

Pending

07/06/2021

Budget

Valid

Not Ghk'd

Valid

Valid

Valid

Prov Valid

Not Chk'd

Not Chk'd

Not Chik'd

Not Chk'd

Not Chk'd

Not Chk'd

New Window | Help | Personalize Page | & |

o @ X

Total

1,000.00 USD

1,000.00 USD

500.00 USD

250.00 USD

250.00 USD

659.80 USD

659.80 USD

659.80 USD

659.80 USD

659.80 USD

659.80 USD

659.80 USD

Budget Status

Origin

PO ID

[Select Action]

[Select Action]

[Select Action]

[Select Action]

[Select Action]

[Select Action]

[Select Action]

[Select Action]

[Select Action]

[Select Action]

[Select Action]

[Select Action]

Step

Action

32.

Click the Expand Section button for requisition 000000596.

33.

Notice, the pre-encumbrance balance is $1000 and matches the amount
displayed on the Commitment Control Budget Details page.
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Step Action

34, The requisition amount will continue to show as pre-encumbered until it is
sourced to a purchase order that has been approved and budget checked.

Once the PO is budget checked, the pre-encumbered balance will be reduced
based on the amount of the PO and the encumbrance balance will increase.

35. Next, let's assume that buyer has sourced the requisition #596 for $1000 to a

purchase order and that the purchase order has been approved and budget
checked.

How does this impact the budget? Let's see.

< POForm Budget Details aQ » e
New Window | Help | &
Budget Details
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

~ Search Criteria
Business Unit: | =[v] 03200 Q
Ledger Group: | =[v] Q

[searen | | clear | Basicsearcn B save Search Critria

Step Action

36. Click the Look up Ledger Group (Alt+5) button.
o]
37. Click the Organization Ledger Group link.
Organization Ledaer Group
38. Click the Search button.
Search
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< POForm Budget Detail Overview A Q w I ®
Budget Detail Overview =
n::;:ess nit [;jer roup “ ccccc it Q‘ und Code - - - Qenr udget E"Gq
Step Action
39. Enter "CONSUM" into the Account field.
ORG | Q
40. Enter "2021" into the Appropriation Year field.
ORG COMSUM Q Q Q Q Q
41. Click the Search button.
Search
42. Click the View Details link.
View Detail
43. Notice, that $1000 has been moved out of the pre-encumbrance balance and into
the encumbrance balance.
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< POForm Commitment Control Budget Details A Q w : ®

New Window | Help | Personalize Page | &

Commitment Control Budget Details
Business Unit Ledger Group Account Fund Dept AppniPCA Appn Year
03200 ORG CONSUM 0003 200 20214 2021
Display Chart (i) Previous Next Return 1o Inquiry Criteria
Ledger Amounts
Max Rows | 99999
Attribut
Budget 300,000.00 USD e 4 e
Parent / Children
Expense: 0.00 USD ® a Assodiated Budgets
Encumbrance 1,000.00 USD @ ]
Pre Encumbrance: 250.00 USD S Y
Associate Revenue 0.00 usD
Available Budget
Without Tolerance 298750.007  USD Percent  (59.58%)7
With Tolerance 298750.00%  USD Percent  (99.58%)7
Budget Exceptions
Exception Errors 0 Exception Wamnings 0 Budget Exceptions
Return to Search Notify

< >

Step

Action

44.

Click the Drill to Activity Log button for the pre-encumbrance balance.

—

45.

Req #596 appears. This reflects the original pre-encumbrance amount.

46.

Also notice, PO #1792. This is the PO to which the requisition was sourced.

This line shows the (negative) amount being backed out of the pre-encumbrance
balance.
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Commitment Control Budget Details
New Window | Help | Personalize Page | &
Commitment Control Budget Details
(] Previous. Next Return 1o Inquiry Criteria
Ledger Amounts.
Bi Activity Log x
4 Help A
Ledger ORG_PRE
Ex L1 Display open pre-encumbrances only
p‘ Activity Log
F Q
Tran Line  Document Document ID Ref Account Fund Dept Appn/PCA  Appn Year Year  Period  Foreign Amour
Label Bdgt?
A % 1 g"‘;';_m 0000001792 % CONSUM 0003 200 20214 2021 2021 1 -1.000.0
Q 3 1 Requisition ID. 0000000593 N CONSUM 0003 200 20214 2021 2021 10 250.0
Bi R : 1 Requisition 1D 0000000596 N CONSUM 0003 200 20214 2021 2021 11 1,000.0
OK
| . s
———
< >
Step Action

47. Click the Horizontal scrollbar.

48. In this example, the full amount of the requisition was sourced to PO 1792.
What happens if only a portion of the requisition was sourced to the PO? What are
some reasons why this may occur?

49. If a portion of the requisition is sourced to a PO then the remaining amount will

taken.

continue to be reflected in the pre-encumbrance balance until further action is

For example, if the requisition had two lines (line 1 $600 and line 2 $400) and
only line 1 is sourced to the PO, then you should expect to see $600 move to the
encumbrance balance and $400 remain in the pre-encumbrance balance. The
$400 will remain as a pre-encumbrance until line 2 is sourced to a PO.
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Step Action

50. Another example of why there may be a balance is because the PO amount is
different from the requisition amount.

For example, the requisition shows 10 items @ $100 each being purchased for a
total of $1000. The buyer was able to negotiate a better price paying only $90 per
item. When the PO is created, the total will be $900 and once budget checked
$900 will move into the encumbrance balance and leave $100 in the pre-
encumbrance balance.

It is very important to recognize that the remaining $100 is still pre-
encumbered. The buyer should 'finalize' the PO if the funds are not needed for the
purchase. Finalizing the PO will result in the release of the unused pre-
encumbered funds - essentially making them available for other requests.

51. Click the Horizontal scrollbar.

52. Click the OK button.

< POFom Commitment Control Budget Details a QY i e
New Window | Help | Personalize Page | &
Commitment Control Budget Details
Business Unit  Ledger Group Account Fund Dept AppniPCA Appn Year
03200 ORG CONSUM 0003 200 20014 201
Display Chart (i) Previous Next Return to Inquiry Criteria
Ledger Amounts
Max Rows | 99999
Attribut
Budget: 300,000.00 USD ® < e
Parent / Children

Expense: 0.00 USD P 3 Associated Budgets
Encumbrance 1,000.00 USD ® ]

Pre Encumbrance: 250,00 USD s Y

Associate Revenue 000 USD
Available Budget
Without Tolerance 208750002 USD Percent  (99.58%)1
With Tolerance 298750007  usD Percent  (99.58%)%
Budget Exceptions
Exception Errors 0 Exception Wamnings 0 Budget Exceptions
Return to Search Notify
< >
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Step

Action

53.

Click the Drill to Activity Log button for the encumbrance balance.

Commitment Control Budget Details

NewWindow | Help | Personalize Page | &

Commitment Control Budget Details

Business Unit Ledger Group Account Fund Dept AppniPCA Appn Year
03200 ORG CONSUM 0003 200 20214 2021
[:] Previous Next Return fo Inquiry Criteria
Ledger Amounts
Max Rows | 99999
o Attribut
Budget: 300,000.00 USD e A -
B Activity Log x
Help A
E‘ Ledger ORG_ENC
Py [ Display open encumbrances only
Activity Log
B Q
A Tran Line Pocyme™ Document ID ';:'W Account Fund Dept Appn/PCA  Appn Year Year  Period  Foreign Amour
Q% 1 gl::::ase 0000001752 N CONSUM 0003 200 20214 2021 2021 1 1.0000
B oK
v
>

Ewﬁ

Step

Action

54.

Click the Horizontal scrollbar.
>

55.

The activity log reflects the transactions that make up the encumbrance balance.
As time passes additional activity lines will appear.

Click the Horizontal scrollbar.

56.

Click the OK button.
OK
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< POForm

Commitment Control Budget Details

Business Unit  Ledger Group
03200 orRG

Display Chart (]
Ledger Amounts
Budget
Expense:
Encumbrance:

Pre-Encumbrance:

Associate Revenue
Available Budget
Without Tolerance

With Tolerance
Budget Exceptions

Exception Emors 0

Return to Search Notify

Commitment Control Budget Details

Account Fund Dept
CONSUM 0003 200
Previous Next

300,000.00 USD
0.00 USD
1,000.00 USD

250.00 USD

000  USD

298750.007  USD
298750007  USD

Exception Wamings 0

AppniPCA Appn Year
20214 2021

Return o Inquiry Criteria

Percent  (99.56%) 7

Percent  (99.58%)7

Budget Exceptions

©

Centralized Accounting and Payroll/ Personne System

A Qv @

New Window | Help | Personalize Page | B

Max Rows | 99999
Attributes

Parent / Children

Assodiated Budgets

Step

Action

57.

©)

Click the NavBar button.

You just reviewed the Budget Details page where you saw funds move from the
pre-encumbrance balance to the encumbrance balance.

The source transactions, requisition and purchase order, will show similar
information. Let's take a look.
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< POForm Commitment Control Budget Details A Q w : ®
New Window | Help | Personalize Page | &
Commitment Control Budget Details
Business Unit Ledger Group Account Fund Dept AppniPCA Appn Year
03200 ORG CONSUM 0003 200 20214 2021
Display Chart (] Previous Next Return 1o Inquiry Criteria
Ledger Amounts
Max Rows | 99999
Attribut
Budget 300,000.00 USD e 4 e
Parent / Children
Expense: 0.00 USD PS a Assodiated Budgets
el 1,000.00 USD @ ]
Pre Encumbrance: 250.00 USD e 2
Associate Revenue 0.00 usD
Available Budget
Without Tolerance 298750.007  USD Percent  (59.58%)7
With Tolerance 298750.00%  USD Percent  (99.58%)
Budget Exceptions
Exception Errors 0 Exception Wamnings 0 Budget Exceptions
Return to Search Notify
< >

Step

Action

58.

You just reviewed the Budget Details page where you saw funds move from the
pre-encumbrance balance to the encumbrance balance.

The source transactions, requisition and purchase order, will show similar
information. Let's take a look.

Click the Home button.

59.

From the Purchasing dashboard, click the Requisition tile.
Requisition
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®

< Purchasing

A Qv

New Window | Help | Personalize Page | &
£ ePro Manage Requisitions Manage Requisitions ~
Z} ePro Create Requisitions

¥ Search Requisitions
? Non-ePro Add/Update Req To locate requisitions, edit the criteria below and click the Search button.
Business Unit Q Requisition Name
|«# Budget Check i
Requisition 1D e Regquest State 9] Budget Status
|| PR o Wi Date From | 0410712021 Date To |07/0612021 Origin [
149 Requisition Inquiry Requester Q Entered By Q POID
[ Document Status Search Clear Show Advanced Search
(@ Accounting Entries
%] Change History Requisitions ®
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget Total
n 0000000596 SMPL Trans 4 09900  07/06/2021 PO(s)Dispatched  Valid 1,000.00 USD | [Select Action]
0000000595 gample Transaction 1 09900  07/06/2021 Approved Not Chk'd 1,000.00 USD | [Select Action]
0000000594 gample trans 09900 062412021 Approved Valid 500,00 USD | [Select Action]
0000000593 pjsc ltem Request 21 09900 0612412021 Approved Valid 250,00 USD | [Select Action]
0000000592 isc 1tem Request 09900  06/23/2021 Approved Valid 250,00 USD | [Select Action]
0000000591 test 09900 060972021 Pending Prov Valid 659.80 USD | [Select Action]
0000000590 office supplies 2 09900  06/09/2021 Pending Not Chk'd 659.80 USD | [Select Action]
0000000588 office Supplies 2 09900  06/09/2021 Pending Not Chk'd 659.80 USD | [Select Action]
0000000588 Office Supplies 2 09900  06/09/2021 Pending Not Chk'd 659.80 USD | [Select Action]
0000000587 Office Supplies 2 09900  06/09/2021 Pending Not Chk'd 659.80 USD | [Select Action]
0000000588 office Supplies 2 09900  06/09/2021 Pending Not Chk'd 659.80 USD | [Select Action]
0000000585 Office Supplies 2 09900  06/09/2021 Pending Not Chk'd 659.80 USD | [Select Action]
v
< B >

Step

Action

60.

Click the Expand Section button.

61.

Notice requisition #596 now shows $0 pre-encumbered. This is because the
requisition was sourced to the PO and the PO was approved and budget checked.

Page 126



Centralized Accounting and Payroll/Personne System

< Purchasing

£ ePro Manage Requ

N

< Budget Check

% Requisition Inquiry
[ Document Status
(@ Accounting Entries

{| Change History

Z} ePro Create Requisitions

& Non-ePro Add/Update Req

53] Requester's Workbench

New Window | Help | Personalize Page | & |
Manage Requit
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit Requisition Name
Requisition ID Q Request State M Budget Status
Date From | 04/07/2021 Fi Date To |07/06/2021 Origin 4
Requester Q Entered By Q POID
Search Clear Show Advanced Search
Requisitions @
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit o perform another action on a requi make a selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Request State Budget Total
0000000596 SMPL Trans 4 09300  07/06/2021  PO(s) Dispatched  Valid 1,000.00USD | [Select Actic
Requester Functional01 User Entered By Functional01 User Priority - Medium
Pre-Encumbrance Balance 0.00 USD
= =} 7
B ‘ & &
Reiston ey Futess [t s Rars P
Request Lifespan:
Line Information
5 Q
Line Description Status Price Currency Quantity uom Supplier
1 ¥ | Sample Transactions PO Dispatched 1000.00 usD 1 EA
0000000595 sample Transaction 1 09900 07/06/2021 Approved Not Chk'd 1,000.00 USD | [Select Action]
0000000594 sample trans 09900  06/24/2021 Approved Valid 500.00 UsD | [Select Action]
0000000593 Mise Itam Ranuast 21 09900 06240021 Anproved Valid 250 00 1SN | [Select Action]

CAPPS Financials

EUT Course

Step

Action

62.

Click the NavBar button.

Let's look at the PO associated with this requisition.
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Step Action
63. Click the Recent Places button.
| |
G
Recent Places
64. Click the Add/Update POs menu.
Add/Update POs
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Purchase Order

New Window | Help | &

Purchase Order

Find an Existing Value Add a New Value

Find an Existing Value | Add a New Value

Step

Action

65.

Click the Find an Existing Value tab.

Find an Existing Value

66.

Enter "0000001792" into the PO ID field.
PO ID: begins with v |

67.

Click the Search button.

Search

68.

The purchase order reflects the encumbrance balance.

This amount will remain $1000 until another action is taken. For example, when
AP enters a voucher for this PO and the voucher is budget checked, CAPPS will
move funds out of the encumbrance balance and into the expense balance.

69.

For the purpose of this tutorial, let's assume the AP staff has entered a voucher for
the goods/services purchased on PO #1792. The voucher has also been budget
checked.

What happens now? Let's retrieve the Organization budget and review the impact
this has had on the budget.

70.

Click the Look up Ledger Group (Alt+5) button.
Q
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Step Action

71. Click the Organization Ledger Group link.
Organization Ledaer Group

72. Click the Search button.
Search

Budget Detail Overview

Budget Detail Overview
Budget Inquiry Criteria

Select Budget Detail
Business Unit  Ledger Group Account Fund Code iati A iation Year Budget Period

03200 ORG Q a Q Q Q Q

Return to Search Notify

Step Action
73. Enter "CONSUM" into the Account field.
ORG Q
74. Enter "2021" into the Appropriation Year field.
ORG CONSUM Q qQ Q Q Q
75. Click the Search button.
Search
76. Click the View Details link.
View Detail
77. Notice, the $1000 has been moved from the Encumbrance balance to the Expense
balance.
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Commitment Control Budget Details

< Purchase Order

New Window | Help | Personalize Page | B

Commitment Control Budget Details

Business Unit  Ledger Group Account Fund Dept AppniPCA Appn Year
03200 ORG CONSUM 0003 200 20214 2021
Display Chart (i) Previous Next Return 1o Inquiry Criteria
Ledger Amounts
Max Rows | 99999
Attribut
Budget 300,000.00 USD e 4 e
Parent / Children
Expense: 100000 USD ® Yy Assodiated Budgets
Encumbrance: 0.00 USD S 3
Pre Encumbrance: 250.00 USD P Y
Associate Revenue 000 USD
Available Budget
Without Tolerance 298750.007  USD Percent  (59.58%)7
With Tolerance 298750.00%  USD Percent  (99.58%)
Budget Exceptions
Exception Errors 0 Exception Wamnings 0 Budget Exceptions
Return to Search Notify

EUT Course

Step

Action

78.

Click the Drill to Activity Log button.

79.

$1000 expense balance.

It appears that voucher 158 has been entered and budget checked, creating the
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Activity Log

moQ

i Document
Tran Line ooty

Document ID

Account

Appn/PCA

Appn Year

Foreign Amour

Voucher ID:

00000158

CONSUM

20214

2021

1.000.0

Step

Action

80.

Click the OK button.

Purchase Order

Commitment Control Budget Details

New Window | Help | Personalize Page | [

Business Unit Ledger Group Account Fund Dept AppniPCA Appn Year
03200 ORG CONSUM 0003 200 20214 2021
Previous. Next Return to Inquiry Criteria
Ledger Amounts
Max Rows
Atiribute:
Budget: 300000.00 USD e e uies
Parent / Children
Expense: 100000 USD ] Associated Budgets
Encumbrance: 0.00 USD 3
Pre Encumbrance: 250,00 USD 'S Y
‘Associate Revenue 0.00 usD
Available Budget
Without Tolerance 208750.00%  USD Percent  (99.58%)8
With Tolerance 298750007  USD Percent  (99.58%)3
Budget Exceptions
Exception Errors 0 Exception Wamings 0 Budget Exceptions
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Step Action

81. Click the Drill to Activity Log button for the encumbrance balance.

82. Here you can see the PO that initially increased the encumbrance balance by
$1000 but then you can also see the voucher where it reduced the encumbrance
balance by $1000.

< Purchase Order Commitment Control Budget Details
New Window | Help | Personalize Page | &
Commitment Control Budget Details
03200 ORG CONSUM 200 20214 2021
Display Chart ®  Previous Next Return 1o Inquiry Criteria
Ledger Amounts
By
Activity Log x
8 Help |
E{ Ledger ORG_ENC
[] Display open encumbrances onl
B Activity Log
5 Q
A Tran Line Pocument Document 1D el 2 Account Fund Dept AppnPCA  Appn Year
> 1 gl::::ase 0000001792 CONSUM 0003 200 20214 2021 1.000.0
Bd
"B
e ——
< >
Step Action
83. Click the OK button.
OK

84. If you were to return to the Maintain Purchase Order page you will also see that
the Encumbrance is 0.00, because the items have been paid.

85. Congratulations! You have successfully completed this lesson.

End of Procedure.

Section 4 - Running Reports

Running the Budget Transaction Detail Report

Procedure
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In this lesson, you will run the Budget Transaction Detail report, view its status using Process
Monitor, and display the report.

i
o

Budget Configurations GLIKK Reports

-

o i

CAPPS/USAS Integration

<

Step Action
1. Click the GL/KK Reports tile.
3L/KK Reports

./I\/l

nlfay
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< General Ledger GL/KK Reports AQw: @

. New Window | Help | &
4 Trial Balance
Trial Balance

. Journal Entry Detail Report Enter any information you have and click Search. Leave fields blank for a list of all values

<> Ledger Activity Report Find an Existing Value || Add a New Value
7 KK Ledger details Report v Search Criteria
75 K< Budget status Report Run Control ID: | begins with[v] ||
Dlcase sensitive
[0 ChartField Reports
Chartfeld Aftributes Report [searen || ciear | asicsearcn & save searcn cteria

L Pre-Release Reports

Find an Existing Value | Add a New Value

Step Action

2. Click the KK Ledger details Report menu.
KK Ledger details Report

3. Click the Activity Guide Navigation Area button.
4. Click the Add a New Value tab.

Add a New Value

5. Run Control IDs are used to run system processes.

A Run Control ID is an identifier that, when paired with a User ID, uniquely
identifies the process that is running.

The Run Control ID defines parameters that are used when a process runs. For this
exercise, you will create a new run control. If you had generated this report in the
past, you could choose to use the 'existing' run control that was created previously.

Click in the Run Control ID field.
Run Control 1D:
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Step Action

6. Enter "Budget Details" into the Run Control ID field.
Run Control 1D:

7. Click the Add button.
< General Ledger GL/KK Reports AQw @
New Wind Help | Personalize Page | [
Commitment Control Ledger Details Report
Run Control 1D: Budget_Detais Report Manager  Pracess Monitor Run
Language: | ]|

Report Request Parameters

Unit 09900 a Trainin

0 Business Unit
Ledger Group a
Refresn
ChartField Selection
5 Q 110119
Sequence  ChartField Name Include  Descr value ToValue
[m] [m] a Q
n‘ save || Notiy Add || updatermispiay

Step Action

8. Select the parameters to use for the report.

Click the Look up Ledger Group (Alt+5) button.

Q
9. Click the Organization Ledger Group link.
Organization Ledger Group
10. Click the Refresh button.
Refresh
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Step Action

11. The ChartField Selection section is used to identify which ChartField values to
include on this report.
Click the Include CF option for Account.
Account O

12. Click the Include CF option for Fund Code.
Fund Code LI

13. Click the Include CF option for Department.
Department L

14. Click the Include CF option for Appropriation/PCA.
Appropriation/PCA L

15. Click the Include CF option for Appropriation Year.
Appropnation Year L

16. You have identified all the fields to display on the report.
Click the Run button.

Run

17. The Process Scheduler Request page identifies what processes and/or reports
you are currently running.

18. Notice the Process List section displays the report description, process name,
process type and output format.
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Process Scheduler Request

UserID  TXTESTFNCO1 Run Control D Budget_Details

Server Name | RunDate |07007/2021

Recurrence | Run Time |2:34:23PM Reset to Current Date/Time

Process List
Select  Description Process Name Process Type A Distribution

‘ [~ Ledger Details report 6L88510 SQR Report Distribution

[T

Step Action

19. Click the OK button.
0Kk

< General Ledger GL/KK Reports
NewWindow | Help | Personaiize age | 0 |
Commitment Control Ledger Details Report
Run Control ID: Budget_| ReportManager  Process Monilor
Language: Process Instance: 1556675
Report Request Parameters
unit Training Business Unit
Ledger Group Organization Ledger Group
ChartField Selection
5 a <« e >
Sequence  ChartField Name 119 pescr value To Value
T e o | T <
Fund Code o | al [ al
Department o | Q) [ Q)
n [j Appropriation/PCA @ o | al [ al
[ 5 Appropraton vear “ o | Q) [ Q)
[ s o o a [ a
|| PcBusinessunt u] o | Q| [ Q|
[ eoea o o | Q) [ a
[ gy cnantrens2 o o | al [ Q)
L s o o a S
[: Budget Period o o Q) ( Q)
[ ] curency cose o o | al [ al
— o o q a
[ | operating unt o o | al [ al
[ ] progamcose o o | al [ al
|| AgyChartfena1 u] o | al [ a N
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Step Action

20. A Process Instance number is assigned to this request. The Process Instance helps
you identify the process to check its status.

To verify the process has been initiated, click the Process Monitor link.
’rocess Monitor

21. Instance 1556675 displays on the first line with a Run Status of 'Queued' and a
Distribution Status of 'N/A'

S GLIKK Reports AQw :®
New Window Help Personalize Page i
Process List || gerver List

View Process Request For

userip [PXTESTRNGX Q| pype ¥ [Last ~ 1 oas v Refresh
Server v Name Q| mstance From Instance To Report anager
Run ] Distribution Status [¥]| © save on Refresh
Status

Process List

m Q 17 of 7[V] View All

Select Instance  Seq. Process Type Process Name User Run DatefTime Run Status  Die2UiO"  petails
1556675 SQR Report oLs8510 TXTESTENGOT  07/07.2021 2:34:23PM CDT Queued A Details

1556666 Application Engine Fs_BP TXTESTENCOT  07/07.2021 10:40:09AM CDT Waning Posted Detais

1556638 Application Engine FS_STREAMLN  TXTESTENCO!  07/062021 3:28:04PM CDT Success Posted Details

n 1556636 PSJob POXMLP TXTESTENCOT  07/06/2021 3:15:37PM CDT Success Posted Detais
1556635 Application Engine Fs_BP TXTESTENGOT  07/06/2021 3:14:40PM CDT Success Posted Details

1556634 Application Engine Fs_BP TXTESTENCOT  07/06/2021 3:05:08PM CDT Success Posted Detais

1556631 Application Engine Fs B8P TXTESTENGOT  07/06/2021 2:38:29PM CDT Success Posted Details

Go back to Ledger Details

| save || wotiy

Process List | Server List

Step Action

22. Click the Refresh button until the Run Status is 'Success' and the Distribution
Status is 'Posted'.

Refresh

23. The Run Status is now 'Success'.

24, To view the report output, click the Report Manager link.
ieport Manager
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< General Ledger GL/KK Reports
| st ‘ Explorer || Administration | | Archives
View Reports For
Focer | INEENv||  instance 0 Refresh
Name Created On Last ~ Days
Reports
5 aQ 15016Y]
Report Report Description Folder Name e o
COMM. CNTRL. BUDGET 07007124
1 Fs.BP FROCESSOR General 1040AM 600859
2 FS_STREAMLN ON-DEMAND PROCESS General 07,0621 328PM 600235
FO_DISPATCH - FO_DISPATCH -
o PO DISPATGH pat PO DISPATCH PDF General 07/0621 316PM 600834
COMM. CNTRL. BUDGET
4 FS.BP ot saon General 0700621 315PM 600832
COMM. CNTRL. BUDGET
n s Fs_ap comm TR General oot 305 ootest
COMM. CNTRL. BUDGET
o FS_BP e oo General 07/0621 239PM 600820

Go back to Process Requests
=

List | Explorer | Adminisiration | Archives

New Window

View Al

Process
Instance

1556666

1556638

1556637

1556635

1556634

1556631

a Qv

Help |

Centralized

Personalize Page | i

ay!

System

Step Action

25. Click the Administration tab.

Administration

< General Ledger GL/KK Repoi
ust || Explorer ‘ Administration ‘ Archives
View Reports For
UserID TXTESTFNCOT | Type | I || [Last 1
Status ]| Folder Instance to
Report List
™ Q 17 0r7v]
Report Prcs - Request
Select D Instance Description Date/Time Format
onio7R021 Acrovat
600873 1556675 Ledger Details report 234 31PM (*.pa)
07/07/2021 TextFiles
600859 1556665 Comm. Cnirl Budget Processor G |l
oTiooR021 Acrovat
600835 1556638 ‘On-Demand Process 328 04PM (*.paf)
07/06/2021 Acrobat
60083 1556637  PO_DISPATCH - PO_DISPATCH pat g e
07002021 TextFies
n 600832 1556635 Comm. Cntrl. Budget Processor 3-14:40PM o)
07/06/2021 TextFiles
600831 1556634 Comm. Cairl Budget Processor o | TS
oTi0oR021 TextFies
600829 1556631 Comm. Cntri. Budget Processor 2:38:20PM (-t)
v
Select All Deselect All
Delete: Click the delete button to delete the selected report(s)
G0 backto Process Reauests
=
List | Explorer | Administration | Archives

Days

Status

Posted

Posted

Posted

Posted

Posted

Posted

Posted

]

New Window

Refresh

View Al

Details

Details

Details

Details

Details

Details

Details

Details

A Qv

Help |

Personalize Page | i
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Step Action

26. Click the Ledger Details report link.
Ledger Details report

27. The report opens in a new window.

After viewing the report, you can close the window, or you can save a copy of the
report to your local machine.

28. Congratulations! You have successfully completed this lesson.
End of Procedure.

Knowledge Check
Activity Log

Question

The Activity Log displays the original budget line and the
adjustment line.

[Z'Response

A. True
B. False

Budget Header Status

Question

Which field indicates if there is an error in a journal?

= Response

A. Budget Header Status
B. Budget Entry Type
C. Control Chartfield

D. Currency

Encumbrance Field
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Question

On the Commitment Control Budget Details page, which field
represents the Purchase Order level of commitments?

[ Response

A. Encumbrance

B. Pre-Encumbrance
C. Expense

D. Ledger Amount

Keys and Translations

Question

Which tab specifies the ChartFields and Calendar used to identify
budgets for each ruleset?

[=] Response

A. Ruleset Chartfields

B. Control Budget Options
C. Control ChartField

D. Keys and Translations

New Journal ID

Question

The Journal ID changes to the next available journal number when
it is posted.

[Z'Response

A. True
B. False

Organizational Budget Definition
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Question

In the Organizational Budget Definition, which transactional
ChartField does the system check that is NOT checked in the
Appropriation and Revenue Estimate Budget Definitions?

[= Response

A. Department

B. Amount

C. Appropriation Year
D. Business Unit

Post Journal Process

Question

The Post Journal process involves the following:

[= Response

Budget Header Status field to Valid

Header Status field to Error

C. If Valid, posts the journal and changes the Budget
Header Status field to Posted

D. All of the above

A. Edits the journal and if there are no errors, changes the

B. Edits the journal and if there are errors, changes Budget

Process Instance
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Question

Journal ID allows you to track the status of a report you are
running?

[=Response

A. True
B. False

Save Journal Incomplete Status

Question

Which field in the journal allows you to enter the journal, save it
and retrieve it for completion later?

[= Response

A. Reversal: Do Not Generate Reversal
B. Autobalance on 0 Amount Line

C. Save Journal Incomplete Status

D. Auto Generate Lines

Tolerance Percent

Question

Which field reflects the percentage by which the budget can be
exceeded before the system creates an exception?

= Response

A. Budget Percent
B. Tolerance Percent
C. Control Percent
D. Ruleset Percent

Value Required Field
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Question

On the Keys and Translations tab, which ChartField defaults to
'Required' in the Value Required field and cannot be changed?

[ Response

A. Appropriation Year
B. Appropriation/PCA
C. Fund

D. Account
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